FOREWORD

The Defense Finance Accounting Service/Air Force Working Group is introducing the
attached desk top procedures for your information. These instructions are to be
implemented only upon_consolidation _or by proper authority (DFAS-DE/A and
SAF/EMPB). Installations should not implement these instructions until directed to
do so.

The attached information and instructions reflect the split in procedural responsibilities
between the DFAS Operating Location (OPLOC) and Air Force Financial Services Office
(FSO) upon finance and accounting regionalization. The methodology described
incorporates MAJCOM comments based on draft desk-top instructions developed by DFAS
and Air Force personnel to provide a simplified and smooth transition of the duties. Itis, by
no means, the only way to make things work. However, it does represent a living document
to initiate this complex project.

We sincerely appreciate the devotion of the work group participants and other team
players who assisted in the development of this manual! This will be a most significant tool
in making finance and accounting work efficiently for DFAS-DE OPLOCs and AF Financial
Managers.

/[ signed // /[ signed //
Mr. William C. Honas, DFAS-DE/A Bill D. Brogdon, Col, USAF
Deputy Director for Accounting Director for Accounting and Banking
(Defense Finance and Accounting (Air Force Financial Management)

Service - Denver Center) (SAF/FMPB)
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*DIRECTORY

The Defense Finance and Accounting Service - Denver Center, Customer Service and Performance
Assessment Directorate (P), provided guidance in preparation of this manual. However, if you have
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assistance. Users submit proposed changes regarding this manual to DFAS-DE/PC through their
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TASK INDEX

* Systems Management Office

A. *xGeneral/Print Requirements

1.

2.

3.

4.

Estimates

5.

* OPLOC Liaison for all System Functions
* Technical Training Liaison
* On-Line Print Management

* Support Development of Information Technology Budget and Budget

* Ensure Implementation of Information Resource Management

Policies from Defense Finance and Accounting Service (DFAS) Headquarters and
DFAS - Denver Center

6.

7.

8.

9.

* Coordinate Facility/Technology Requirements
* Provide Risk Analysis and Security Assessment
* Contingency Operations

* Help Desk

B. Operations

1.

2.

* Opening and Closing Procedures
* Computer and Products Schedule
* Perform Table Maintenance

* System Security

X Interface Control

* File Transfer

* Performance Analysis

vii
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8.

9.

*‘Ad Hoc”Computer Queires

* Delete Parameter Records

C. xCommunications

Care

Chapter 5.

* Local Area Network, Electronic Mail, Focal Point
* Telecommunications Focal Point

* System Security

* Small Computer Requirements Analysis

X File Transfer

* Small Computer Technical Support

* Performance Analysis

* Provide Communications Systems Management

* Attachment 1 - Labeling and Indexing Electronic Records/Media

Accounting: Operations Division

A. Business Funds Branch

1.

2.

Indicative Data Loads/Target Loads

Audit SBSS Daily Products

Audit SBSS Monthly/Quarterly Products

Audit Medical Products

Materiel Expense Interface (SBSS/SMAS MEDLOG)

Supply/BQ Reconciliation

viii
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
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AVFUELS Processing (M28)
Reclaimed Fuel

Sale of Bulk Fuel to Army/Air Force Exchange Service
(AAFES). Overseas Only

Review Open Document Listing (Business Operations
Fund)

Fuels Sales Analysis Report M27

*Trial Balance - Defense Working Capital Funds (DWCF)
M28 Aviation Fuels Billings

Process Cash Sales

Process/Record Refunds Receivable From Vendors
Update Foreign Currency

PFMR Fund Availability

FIABS Daily Audit Requirements

FIABS Monthly Audit Processes

* Audit FIABS as Required Products

FIABS/BQ Interface of Expense, SALES, and GFGL Updates
(E, S, and Z Records)

Depot Maintenance Activity Group (DMAG) - Contract

1.

2.

Monthly Changes to Customer Orders Accepted
Shipped Not Billed (SNB); Billed Not Shipped (BNS)
GFM Fuels Billings

Accounts Receivable - Journal Vouchers (JV)
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G072D

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

JV - Existing Advance Billings Update

Revenue JV

JV - Changes to Work in-Process

JV - Contractor Reporting (Material Movement)

JV - Investment Material Issues and Receipts

JV for Monthly Material Returns

JV - Material Shipments to Contractors

JV - Contract Support Cost

DMAG Contractor Accrued Expenditures Unpaid (AEU)

Reconciliation of Undelivered Orders Outstanding From HO75C to

JV - Undelivered Orders Outstanding and Reversal of Prior Month
JV - Statistical Stock Fund Purchases
JV - Accessorial and Surcharges for Handling of GFM
JV - To Expense Deletions From HO75C Billings
JV - Record Adjustment For Erroneous Reporting From Other Systems
JV - Contract Field Teams (CFT)
JV - Foreign Currency Fluctuation
JV - Travel Expenditures (Contract DMAG)
Posting Collections to DMAG General Ledger

Posting of H103 Cash Disbursements to DMAG General Ledger



25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

4].

42.

43.

44,

DFAS-DE 7040.1-M, Change 3
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DMAG General Ledger Posting of Stock Fund Interfund Disbursements
*HO075C/Stock Fund Interfund Disbursement Reconciliation

JV - Systems Development Cost

Microfiche Expense

JV - AMEs (CML Accounting Input) Adjustments & Closures

* Analysis

Contract Maintenance Ledger (CML) GO72D-L67 Analysis
Preliminary Closures

Analysis of Work-In-Process (WIP)

Interfacing Systems Validation (H103) (Feeder Systems to GO72D)
Interfacing Systems Validation (HO75C)

Interfacing Systems Validation (G009)

Interfacing Systems Validation (D034A)

Interfund Analysis

GFM Billing Adjustments into HO75C

Reconciliation of H103 to G072D

* Reconciliation of Miscellaneous Cash Disbursements to GO72D
Reconciliation of Material on Hand to GO72D-L55

Customer Support

Adjustments to the Contract DMAG-AF Subsidiary Ledgers (GO72D-

AME Transaction only Updates the Contract Maintenance List)

45,

G072D Error/Reject Correction (L77, L79)

Xi
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46. HO75C Valid Contract Table Error/Reject Correction

47. Internal Processing

48. Prepare Management Information Reports

49. Reconciliation of Disbursement and Collections to HO69BQ
50. Reconciliation of GO09 to GO72D

51. Reconciliation of Customer Obligation in HO69BQ to Accepted Customer
Dollars in GO72D

52. Research GFM Billing and Shipment Data

53. Computer Systems Requirements Document or Discrepancy Reports
(CRRD or DR)

54. Table Maintenance/File Maintenance
55. Suspensed GFM Transactions (G072D-L79)
56. Product Distribution List
57. User Access Validation - Contract
58. Provide Copy of GO72D-L55 to Accounts Control
59. Update General Funds General Ledger for End Items
C. Depot Maintenance Activity Group (DMAG) - Organic (Air Force)
1. Accounting for Equipment

2. Accounting for Facilities. Building and other structures used more than
50% by DMAG and Minor Construction.

3. Accounting for Management Information Systems (MIS).

4. Trial Balance (TB) Reporting for Contract and Organic (DMAG-AF)
HAF ACF(M)7107

Xii
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Workday
9.
10.

11.
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Flash Report DD-COMP(M) 1445 (Due COB 6th Workday)
Statement of Sources of Revenues Report (Due COB 9th Workday)

Prepare the Repair Group Category (RGC) Report (Due 20th Calendar

LOG-ACF(M) 7118 Analysis of Financial Status Due COB 18th

Perform Customer Order Update
Customer Order Validation and Journal Voucher

Prepare Accrual and Expense JVS by 3rd Workday for GO35A Run.

GLACs: 22XXX, 5XXXX

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.
AFMCM 177-5

Prepare Other Direct Costs JV
Prepare Revenue JV GLACs 4XXXX, 22510, 25110, 944X0, 943X0

Prepare the Work-In-Process (WIP ) JVs for Allocated, Unallocated
and Unfunded WIP

Prepare Incremental Revenue Recognition (IRR) JV

Prepare JVs for Asset Capitalization Program (ACP)/Capital
Purchases Program (CPP)

Prepare Labor JVs for Input to G/L

Prepare JVs to Record Accounts Receivable to G/L
Prepare JV for Unliquidated Orders Outstanding (UOO)
Prepare JV for Obligated Due-Outs

Prepare JV to Record Customer Orders Completed in G/L
Prepare JV to Record Unfunded Pension Costs in G/L

Maintain Labor Costing Integrity (Reference AFMCM 177-360 and

Xiii
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24,

Operate and Maintain Maintenance Material Costing System

(Reference AFMCM 66-53)

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

Prepare Material JVs for Recording in G/L

Operate and Maintain Depot Maintenance Budget and
Management Cost System (GO35A)

Depot Maintenance Industrial Fund, Cost Accounting and
Productions Report -ALC (HO36A)

Equipment and Equipment Depreciation (G017), Management
Information Systems (MIS) and Minor Construction

Monitor and Update the Depot Maintenance Cost System (G072A)
Miscellaneous

Provide Financial Coding Package to the OPLOC Accounts
Management and Recon Branch

End-of-Year Close-Out

End-of-Year Procedures

Review of Vouchers for Correct GLAC
Prior Period Adjustments

User Access Validation - Organic

D. This Section Not Used - Reserved for Future Use

E. Cost Accounting Branch

1.

2.

3.

JOCAS Il Table Maintenance

JON Master Table Maintenance

JON Estimates

Xiv
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.
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RON Master Table Maintenance

RON Billing Entry

Indirect and Overhead Rate Development

Product and Service Code Development and Maintenance
JOCAS Il Labor Processing

JOCAS Il Product & Service Processing

Cost Transaction Processing

Scheduling of Control Software Units (CSU)
JOCAS Il Interfaces

Defense Civilian Payroll System JOCAS Il Interface
End-of-Month Processing

JV/1080 Billing

Journal Voucher (JV) Processing

SF 1080 Bill Processing

Problem Resolution

Software Change Request (SCR) Management
JOCAS Il Error Correction

Production of Output Products/Reports and Customer Support
Year-end Procedures

Training for JOCAS Il

JOCAS Il Security Administration

JOCAS Il System Administration
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26.

27.

Federal Manager's Financial Integrity Act (FMFIA)

Accounts Receivable and Collection Management

F. *Receivables Branch

1.

2.

10.

11.

12.

13.

14.

15.

* Disbursement and Collection Transaction Posting
* BEAMS/WIMS Schedule of Refund/Reimbursement Billings

* OLVIMS (On-Line Vehicle Interactive Management
System)

* Reimbursable Billings (Other Than BOF/Stock Fund/Revolving Fund)
* Cash/Check /By-Others Collections
* Military Family Housing Charges

* Base Accounts Receivable System (BARS), Class B Phones, Trailer
Space Rental and Associated Miscellaneous Billings

* Charges of Damaged/Lost Property (Report of Survey)

* Record Temporary Collectibles

* Charges of Base-Level Support Services for Medical Civilian Pay
* Acceleration Charges for Civilian Labor

* Debt Collections

*RCS: HAF-ACF(M)7184(DT) - Selected Balances for Accrual
Reporting

*RCS: HAF-ACF(Q)8108(DT) - Report on Receivables Due From the
Public

*RCS: HAF-ACF(A)7194 - Reconciliation of Accounts Receivable
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16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

DFAS-DE 7040.1-M, Change 3
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* Dishonored Checks Pertaining to Accounts Receivable

* Collection by Payment Offset

* Refund of State Taxes

* Tuition Refunds for Military Members

* Validate Open Document Listing (ODL)

Reimbursable Billings, Business Operating Fund (BOF) - SBSS
Reimbursable Billings, Business Operating Fund (BOF) - SMAS
M28, Aviation Fuel Billings

FIABS Reimbursable Billings, Business Operations Funds (BOF)
and Investment Items - SMBA and GFGL

* Reimbursable Billings for DMAG-AF
* Aged Accounts Receivable Schedule, DMAG-AF

* Transfer of Delinquent Accounts Receivable, DMAG-AF

X Foreign Military Sales (FMS).

1.

2.

Processing Interfaces from SAMIS
Processing FMS Manual Delivery Reporting Transactions

Preparation of Journal Voucher for General Funds
General Ledger

Financial Adjustments on Report of Discrepancy (RODS)
FMS F-5 Pre and Post Sale (PAPS) Funds

Case Managers Requests for Correction of Deliveries on
Active Cases

* Reconciliation on FMS Cases Prior to Case Closure
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8. ULO Verification of Accelerated Case Closure (ACC)
Chapter 6. Reports and Analysis Division
A. Analysis Branch (ARA)
1. Identify Potential Anti-Deficiency Act Violations

2. Coordinate with DoD Auditors, GAO Auditors, Inspector General
Visits, Air Force Audit Agency, and DFAS-DE Visits

3. Analyze/Interpret Installation Ac counting Reports

4, Initiate and Coordinate Analysis of Systems Operations
5. Directorate (One-Time) Requirements Focal Point

6. Serve as Directorate Training Program Monitor

7. Perform Database Validations of Data Elements in the General
Accounting and Finance System (GAFS)

8. By-Others Analysis

9. Overall Accounting and Report Analysis

10. Perform Data Base Validations of Data Elements in CPAS

B. Funds Control and Financial Reports Branch (ARF)

1. Create Addresses and Validate Internal Records (Daily)

2. Validate Coding of New Fiscal Year (FY) Skeleton Records and
Prior Year RC/CC Conversion Listings

3. Process QC/QF/QP/Table C/Table D Transactions

4, Coordinate, Audit, and Reconcile Annual Conversion, and Output
Products

5. BCE Integrated Transaction List

Xvili



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
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Funds Control
Monitor and Control Use of Override Codes (Daily)
Reconcile Budget Targets to Source Documents
Medical Expense Data Extract
Reconcile Negative Unliquidated Obligations (NULO)

RCS: ACCT RPT(M)1445 - Flash Report of Obligation Status
(Monthly)

RCS: ACCT RPT(M)1506 - Foreign Currency Fluctuation Report
(As Required)

RCS: ACCT RPT(RS)3732 - Report of Obligations Incurred Under
Authority of Section 3732 (As Required)

RCS: HAF-ACF(M)7184(DT) - Selected Balances for Accrual
Reporting (Monthly)

RCS: CSFA-216 - Status of Allotment Reporting, Army Funds
(Monthly)

RCS: HAF-ACF(AR)7801 - Status of Funds Database Transmission
(Monthly)

RCS: HAF-ACF(AR)7801 (Supp) - Recovery of Prior-Year Obligations
(Monthly)

RCS: HAF-ACF(AR)7801 (Supp) - Recovery of Prior-Year
Obligations-DoD Wide Appropriations

RCS: HAF-ACF(AR)7801 (Supp) - Military Personnel
Appropriation Reimbursement Data (Monthly)

RCS: HAF-ACF(M)7801 Supp - Negative Unliquidated
Obligations (Monthly)

RCS: HAF-ACF(AR)7801 Supp - Analysis of Unobligated
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22.

23.

24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

Reimbursable Authority (Annual)

RCS: HAF-ACF(AR)7801 Supp - Schedule of UFOs Moved Forward
to Next FY (Annual)

RCS: HAF-ACF(AR)7801 Supp - Certification of the Air Force Cadet
Fund (Annual)

RCS: HAF-ACF((AR) 7801 Supp - Annual Schedule of
Independent Unliquidated Obligation Reviews (Annual)

RCS: HAF-DPM(Q)7503 - Appropriated Fund Support to
Non-Appropriated Activities (Quarterly)

RCS: HAF-ACF(Q)8108 - Report of Accounts and Loans Receivables
Due from the Public (Quarterly)

RCS: HAF-ACF(Q)7163 - Request for Transportation Audit Data
(Quatrterly)

RCS: DD-COMP(AR)1536 - Report of Panama-Related Costs
(As Required)

RCS: HAF-ACF(Q)8801 - Management Expense and State
Data for Air Force Forest Management Program (Annual)

RCS: HAF-CVA(Q)7113 - Report of Contingency Expenditures
(Quarterly)

RCS: DD-COMP(SA)1466 - Report of Expenditures in
Support of Secret Service (Semiannual)

Monitor and Age Locally Maintained Deposit Funds

RCS: HAF-ACF(SA)7105 - General Funds General Ledger
(Other than Stock & Industrial Fund)(Quarterly)

RCS: IRCN 1032-OPM-MO - Monthly Report of Federal Civilian
Employees
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35.

36.

37.
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Year-End Focal Point for the Accounting Directorate
Monitor Interface Processing

Bi-Weekly Personnel Cost Report (M10)

Accounting Reports - MAFR Branch (ARM)

1.

2.

10.

11.

Chapter 7.

A.

For-Others Voucher Processing

RCS: HAF-ACF(W)7112 - Cycle Report of Voucher For- and
By-Others (Weekly)

RCS: HAF-ACF(W)8702 - Cyclic Report of Voucherless Travel
For- and By-Others (Weekly)

Receive Cycle Report of By-Others From DFAS-DE

Receive, Verify, and Report Incoming Interfund
Transactions (Daily)

Daily Merged Accountability and Fund Reporting (MAFR)
Reconciliation (Daily)

RCS: HAF-ACF(M)7113 - Monthly Package Reports of
Disbursements and Collection Transactions (Monthly)

RCS: DD-COMP(W)1445 - DBOF Flash Cash Report
(Weekly)
MAFR Reconciliations and Suspenses

RCS: DD-COMP(Q)743 - International Balance of Payments
(Quarterly)

Monitor and Control Use of Bypass Codes (Daily)

FINANCE: Vendor Pay and Travel Division

Intergovernmental Branch

XXi
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1.

2.

10.

11.

12.

13.

14.

* Defense Printing Service (DPS)

Defense Commercial Communications Office (DECCO)
Billings

MIPR/Project Orders Processing

Hazardous Waste Disposal Program

Miscellaneous Intergovernmental Branch Processing
Interfund Processing

Funding Geographically Separated U nits (GSU) (Outgoing
MIPR, AF Form 616, AF Form 1269)

DMAG-AF Customer Orders Processing
Recording of Obligations Paid By-Others

Commercial Contracts Paid By-Others Cycle Processing
Procedures

By-Others Contract Reconciliation

Suspend Payments for Contracts Citing Appropriation in
the "Red"

Reconcile Negative Unliquidated Obligations (NULO)

* Request Current Year Funds For Closed Appropriations

Customer Service

1.

2.

Voucher Certification
Voided Voucher Processing
Provide Customer Service

PSR/FSR Assignments

XXii



10.

11.

12.

13.

14.

15.

16.

17.
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Commitment Processing

Fund Cite Authorizations (AF Form 616)
Process MIPR (DD Form 448)

MIPR DD Form 448 Recording in CPAS
Project Orders

Base Activity Certification of Invoices

* Perform Document Control

Invoice Request Follow-up Letters
Receive IAPS Computer Products
Vendor Debt Files

Perform End-of-Day Processing

Manual Voucher Print Processing

X Integrated Accounts Payable System Bulletin 91, Electronic Funds

Transfer (EFT) - Corporate Trade Exchange (CTX) Transactions

18.

* Implementation of Mandatory EFT Portion of the Debt Collection

Improvement Act of 1996

C. Accounts Payable Branch

1.

2.

X Process Invoices into IAPS

* Prepare Advance Payments

* Process Receiving Report

* Detailed Voucher Assembly

* |IMPAC Government Credit Card Payments

*Voiding Vouchers

XXili
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7.
8.
9.
10.

11.

* Non Automated Manual Payments

* Miscellaneous Automated Payments

* Commercial AF Forms 15 and 315 Processing
* Receive IAPS Computer Products

X Integrated Accounts Payable System Bulletin 91, Electronic Funds

Transfer (EFT) - Corporate Trade Exchange (CTX) Transactions

12.

* Implementation of Mandatory EFT Portion of the Debt Collection

Improvement Act of 1996

D. Obligation Administration Branch

1.

2.

10.

11.

* Hard Copy Obligation Document Sort

* Base Contracting Automated System (BCAS) Interface
Procedure

* Medical Logistics (MEDLOG) Interface Procedures
* Blanket Purchase Agreement (BPA)

* Miscellaneous Obligation Reimbursement Document
(MORD)

* Processing Legal Claim Obligation Documents
* Clothing Request/Receipt (AF Form 656/659) Processing
* Supplemental Health Care (AF Form 676) Processing

* Tuition Assistance (AF Form 1227)

* Military/Civilian Training, DD Form 1556, Processing

* Notice of Award Letter

XXV



12.

13.

14.

15.

16.

DFAS-DE 7040.1-M, Change 3
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* Purchase Order-Invoice-Voucher (SF 44) Processing
Changes/Adjustments to Contracting Instruments
* Fiscal Year End Close-out Procedures

* Process AF Form 9 and DD Form 1348-1 For Investment
Equipment (Fund Codes 17, 29, and 54)

X Integrated Accounts Payable System Bulletin 91, Electronic Funds

Transfer (EFT) - Corporate Trade Exchange (CTX) Transactions

17.

* Implementation of Mandatory EFT Portion of the Debt Collection

Improvement Act of 1996

E. Reconciliation and Reports Branch

1.

2.

10.

11.

12.

13.

* Determine Interest Penalty Payments

*|APS/BQ Reconciliation

* Local Purchase Payment Processing In Supply Systems
X |APS to SBSS, M-37 Validation

*|APS to MEDLOG (NTQNAO)

IAPS to FIABS, Receipt Validation (A-D035J-102-MO-L39)
X Interactive Communications Interface (ICI) Processing

* MAFR Transaction Reconciliation

* Branch Focal Point for IAPS/BQ Error Corrections

* Compile Prompt Payment Act (PPA) Report

* Post-Post Processing

* Suspense/Deposit Account Validations

* Prepare the TD Forms 1099 and W-2
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14.

15.

16.

17.

18.

19.

20.

*Tri-Annual Open Document Listing (ODL) Reviews
X BCE Integrated Transaction List

* Distribution of End-of-Day Products

* Optional IAPS Products for Recon and Reports

* Maintain IAPS Base Variable Files

FIABS to Supply (Stock Control & Distribution, i.e., DO35A,
D035K, D034A, D151) Systems Reconciliation

Prevalidation of Obligations

Travel Accounting Branch

1.

Permanent Change of Station (PCS) Arrivals - Procedures Used
to In Process Military Members and Civilian Associates

PCS Departures - Procedures Used to Out Process Military
Members and Civilian Associates

Control Logs - Establish Procedures for the Use and Maintenance
of all Control Logs

Verify Fund Availability - Determine Unit Fund Availability Prior to
Reserving Government Funds

Travel Orders - Procedures Used to Obligate Orders

AF Form 616 (Authority to Cite Funds) - Procedures Used to
Control Funding Authority Provided to Other Organizations

Fund Control Numbers (FCN) - Message/Letter Sent to Other
Agencies Used as Authority to Cite Funds

Miscellaneous Obligation Reimbursement Document (MORD),
AF Form 406

Voucher Processing - Procedures Used to Validate, Compute, and
Prepare for Disbursement Travel Entitlements for Official Travel
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and Determine Propriety of Travel Claims for Submission to
Appropriate Level (Doubtful Claims)

10. Collections - Process Collections for Travel Indebtedness

11. *Merged Accountability and Fund Reporting (MAFR) - Processing
Voucher Totals in the General Accounting and Finance System
(BQ) and Automated Travel/Record Accounting System (ATRAS)
to Balance with Disbursing Division

12. Daily Audit Procedures - Procedures Used to Validate all the
General Accounting and Finance System (BQ) Transactions
Processed During the Business Day

13. Follow Up Procedures - Procedures Used to Track and Validate
Commitments, Indebtedness, and Open Orders/Advances

14. Fiscal Year (FY) End Close Out - Guidelines for the OPLOC - FSO
to Ensure Fund Controls are Firmly Established During FY
Close-Out

15. By-Others Transactions Received from Payments Processed by
Another Station Using Your DSSN

16. Transportation Documents - Procedures Used to Obligate
Transportation Source Document

17. Commercial Travel Office/Scheduled Airline Ticket Office (SATO)
Billings - Procedures Used to Process Commercial Airline
Tickets Used for Official Travel

18. Miscellaneous Automated Travel Record Accounting System
Products (ATRAS) - Computer Products Created after End-of-
Day Processing from ATRAS Input

19. *Defense Joint Military Pay System (DJMS) Miscellaneous Deductions
Listing - Payroll Collections Generated by DD Form 139

20. Replacement Check Procedures - Procedures to Issue a
Replacement for a Check That has Been Lost or Stolen

21. X EFT Rejects - Procedures for Processing EFT Rejected Transactions
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22. Miscellaneous W-2 Program - Procedures for Reporting Income
and Taxes Withheld Associated with Travel Payments

23.  Monthly Outstanding Orders/Advances Retrieval - Retrieval to
Report the Number and Age of Outstanding Orders and
Advances

24. Systems - Computer Programs Used Within the Travel Accounting
Branch

25. *Post Payment Random Review of Travel Settlement Claims.
Processing the Random Review of Settlement Vouchers Paid at RTTO Pilot Sites
Using Simplified Travel Entitlements.

* Attachment 1 - Open Item Validation

* Attachment 2 - Integrated Accounts Payable System Bulletin 91,
Electronic Funds Transfer - Corporate Trade Exchange (CTX) Transactions

* Attachment 3 - Implementation of Mandatory EFT Portion of the Debt

Collection Improvement Act (DCIA) of 1996
Chapter 8. Finance: Disbursing Division

1. Change Business Date

2. * Process Daily Collections

3. Perform Accommodation Sales (As Required)

4, * Emergency Cash/Check Payment Procedures

5. Process Centralized Returned and Undeliverable Checks

6. Automated EFT Processing

7. Processing Payments Via the OPLOC

8. * Process Daily U.S. Treasury/LDA Checks

9. Preparation of Treasury Checks for Cash
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.
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Balance Cashier Accountability
Balance Overall Daily Accountability

Process Returned and Undeliverable Checks (Manual),
Bonds and Mailed Remittances - DD Form 2658

Check Issue Verification Procedures

IPC/MAFR Reconciliation Program

Deposit Reporting

* Imprest/Change Fund and Agent Procedures

* Daily Voucher Controls

Dishonored Checks

* Check Issue Reporting

* Reports (Monthly)

Other Cash Procedures

Miscellaneous Check Responsibilities

Foreign Currency Operations

Process Deposit Out-of-Balances with the U. S. Treasury

End of Fiscal Year Procedures

Procurement of U.S. Treasury Check Stock

* Process On-Line Payment and Collection (OPAC) Transactions
Attachment 1 - Summarization of DO/DDO Cash Authority Requests

Attachment 2 - Preparation of the Cash Authority
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Chapter 9. Civilian Pay - Defense Civilian Pay System (DCPS) Accounting

Information

1.

10.

11.

Chapter 10.

Ensure that the Accruals From the Final AFSCAPS Payroll are
Reversed in the BQ System Prior to Processing the First
DCPS Payroll

Create/Update the Civilian Pay Accounting Interface Sy stem
(CPAIS/E4) Communications File EATACUNDK10

Check for Biweekly Pay Information Files (PIFs)
Interface Biweekly Costs with BQ

Create the Biweekly Personnel Cost Report from the PIF 2
Data

Perform Monthly Manpower and Funding Year-to-Date Functions
Process Required Semiannual Reports
Perform End-of-Fiscal-Year and As Required Functions

Miscellaneous Customer Service Representative (CSR)
Tasks

Provide Customer Service as Currently Described in the CSR
Customer Service Guide and Customer Service Representative
Users Manual, DCPS-UM-02A

Ensure Timely Input and Processing of Time and Attendance
Forms

Military Pay

A. Defense Joint Military Pay System - Active Component (DJMS-AC).

1.

2.

Validate Pay and Allowance Entitlements

Establish Pay Account
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3. Maintain Master Pay Account

4, Disbursement and Collection Processing
5. Calculate Pay

6. Initiate Pay Adjusting Documents

7. Process Pay Adjusting Documents

8. Distribution of Leave and Earning Statements (LES) and Net Pay
Advice (NPA)

9. Pay and Allowance Entitlement Recertifications/Verifications
10.  Preparation and Distribution of W-2s

11. Electronic Input to Pay System from Outside Sources
(i.,e. AFMPC, Army and Air Force Exchange Service)

12. Special Action/Management Case Files

13. Prepare Management/Statistical Reports

14. Reconcile Pay/Personnel Mismatch

15. Compute Final Pay and Allowances

16. Process In-Service Debts

17. Merged Accountability and Fund Reporting (MAFR)
18. Dependency Determination Processing

Defense Joint Military Pay System - Reserve Component (DJMS-RC)
1. Validate Pay and Allowance Entitlements

2. Establish Pay Account

3. Maintain Master Pay Account

4, Disbursement and Collection Processing
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5. Calculate Pay

6. Initiate Pay Adjusting Documents

7. Process Pay Adjusting Documents

8. Distribution of Leave and Earning Statements (LES)
9. Pay and Allowance Entitlement Recertifications/Verifications
10. Preparation and Distribution of W-2s

11. Electronic Input to Pay System from Outside Sources
12. Special Action/Management Case Files

13. Prepare Management/Statistical Reports

14. Reconcile Pay/Personnel Mismatch

15. Process In-Service Debts

16. Dependency Determination Processing

Chapter 11.  Annuity Pay Service
1. Provide Daily Customer Service to Annuitants
2. Process Transactions
3. PCH: UH039-1213, Documents Transmittal Listing (Daily)

4. Systems Security

Chapter 12.  Retired Pay
1. Provide Daily Customer Service to Retirees

2. Process Transactions

XXXil



Chapter 13.

1.

2.

10.

11.

12.

13.

14.

Chapter 15.

A.
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Take Error Disposition Action on RCPS, NOD, 1099-R and
Allotment Transactions Where Applicable

Perform Document Disposition as Detailed in the Retired Pay
Field Office User's Guide Document Disposition Instruction
* Performance Assessment Office - Detailed Task Instructions
* Audit Liaison
X Investigations
* Review of OPLOC Operations
* Performance Management Indicators (PMI)
* High Level Inquiries
* Customer Service Surveys
* Customer Service Visits
* Operation Mongoose
* Special Project Studies
*Voucher Reviews
* Audit Retrieval Tracking System (ARTS)
* Process Improvements, Standardization, and Training
* Workcount Analysis
* Other Duties as Assigned

ANG Operating Procedures

Systems Administration (Chapter 4)

1.

System Focal Point
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Local Area Network, Electronic Mail, Focal Point
Telecommunications Focal Point

Open and Close Inquiries

Computer and Products Schedule

Perform Table Maintenance

Security Administration

Defense Megacenter (DMC) Liaison

Technical Training

Small Computer Technical Support

Interface Control

File Transfer

On-Line Print Monitor

Personal Computer Troubleshooters
Gather Information Resource Plans Data

Support Development of Information Technology Budget
and Budget Estimates

Ensure Implementation of Information Resource Management Policies
from Defense Finance and Accounting Service Headquarters and
Defense Finance and Accounting Service-Denver Center

Track Performance of Service Providers

Coordinate Facility/Technology Requirements

Provide Risk Analysis and Security Assessment
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21.

22.

23.

24,

25.

26.

27.
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Provide Systems Management

Maintain Data Table and Perform Master Record Changes

Validate/Establish/Manage Systems Access Authority (Systems
Security)

Develop "Ad Hoc" Computer Queries for Customer Requests

Provide Systems Training to Users

Analyze Systems Effectiveness; Resolve/Reconcile/Report
Problems, as Required

Delete Parameter Records

Accounting: Operations Division (Chapter 5)

Business Funds Branch

1.

2.

10.

Indicative Data Loads/Target Loads

Audit SBSS Daily Products

Audit SBSS Monthly/Quarterly Products
Audit Medical Products

Materiel Expense Interface (SBSS/MMAS)
Supply/BQ Reconciliation

AVFUELS Processing (M28)

Reclaimed Fuel

Sale of Bulk Fuel to Army/Air Force Exchange Service
(AAFES). Overseas Only

Review Open Document Listing (Business Operations
Fund)
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Fuels Sales Analysis Report M27

Trial Balance (DWCF)

M28 Aviation Fuels Billings

Process Cash Sales

Process/Record Refunds Receivable From Vendors
Update Foreign Currency

PFMR Fund Availability

FIABS Daily Audit Requirements

FIABS Monthly Audit Processes

Audit FIABS as Required Products

FIABS/BQ Interface of Expense, SALES, and GFGL Updates
(E, S, and Z Records)

Receivables Branch

Disbursement Transaction Posting
BEAMS/WIMS Refund/Reimbursement Billings

OLVIMS (On-Line Vehicle Interactive Management
Systems)

Reimbursable Billings (Other Than BOF/Stock Fund/Revolving
Fund)

Cash/Check /By-Others Collections
Military Family Housing Charges

Base Accounts Receivable System (BARS), Class B Phones,
Trailer Space Rental and Associated Miscellaneous Billings

XXXVI
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.
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Charges for Damaged/Lost Property (Report of Survey)

Record Temporary Collectibles (Suspense Accounts)

Charges of Base-Level Support Services for M edical Civilian Pay
Acceleration Charges for Civilian Labor

Debt Collections

RCS: HAF-ACF(M)7184(DT) - Selected Balances for Accrual
Reporting

RCS: HAF-ACF(Q)8108(DT) - Report on Receivables Due
From the Public

RCS: HAF-ACF(A)7194 - Reconciliation of Accounts Receivable
Dishonored Checks

ANG Collection by Payment Offset

Refund of State Taxes

Tuition Refunds for Military Members

Validate Open Document Listing (ODL)

Reimbursable Billings, Business Operating Fund (BOF) - SBSS
Reimbursable Billings, Business Operating Fund (BOF) - SMAS
M28, Aviation Fuel Billings

FIABS Reimbursable Billings, Business Operations Funds
(BOF) and Investment Items - SMBA and GFGL

Reimbursable Billings for DMAG-AF
Aged Accounts Receivable Schedule, DMAG-AF

Transfer of Delinquent Accounts Receivable, DMAG-AF
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Foreign Military Sales (FMS).

1. Processing Interfaces from SAMIS
2. Processing FMS Manual Delivery Reporting Transactions
3. Preparation of Journal Voucher for General Funds

General Ledger
4, Financial Adjustments on Report of Discrepancy (RODS)
5. FMS F-5 Pre and Post Sale (PAPS) Funds

6. Case Managers Requests for Correction of Deliveries on
Active Cases

7. Reconciliation on FMS Cases Prior to Case Closure
8. ULO Verification of Accelerated Case Closure (ACC)
C. Accounting: Reports and Analysis Division (Chapter 6)
Analysis Branch (ARA)
1. Identify Potential Anti-Deficiency Act Violations

2. Coordinate with DoD Auditors, GAO Auditors, Inspector General
Visits, Air Force Audit Agency, and DFAS-DE Visits

3. Analyze/Interpret Installation Ac counting Reports

4, Initiate and Coordinate Analysis of Systems Operations

5. Directorate (One-Time) Requirements Focal Point

6. Serve as Directorate Training Program Monitor

7. Perform Database Validations of Data Elements in the General

Accounting and Finance System (GAFS)

8. By-Others Analysis
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10.
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Overall Accounting and Report Analysis

Perform Data Base Validations of Data Elements in CPAS

Funds Control and Financial Reports (ARF)

1.

2.

10.

11.

12.

13.

14.

15.

Create Addresses and Validate Internal Records (Daily)

Validate Coding of New Fiscal Year (FY) Skeleton Records and
Prior Year RC/CC Conversion Listings

Process QC/QF/QP/Table C/Table D Transactions

Coordinate, Audit, and Reconcile Annual Conversion, and Output
Products

BCE Integrated Transaction List

Funds Control

Monitor and Control Use of Override Codes (Daily)
Reconcile Budget Targets to Source Documents
Medical Expense Data Extract

Reconcile Negative Unliquidated Obligations (NULO)

RCS: ACCT RPT(M)1445 - Flash Report of Obligation Status
(Monthly)

RCS: ACCT RPT(M)1506 - Foreign Currency Fluctuation Report
(As Required)

RCS: ACCT RPT(RS)3732 - Report of Obligations Incurred
Under Authority of Section 3732 (As Required)

RCS: HAF-ACF(M)7184(DT) - Selected Balances for Accrual
Reporting (Monthly)

RCS: CSFA-216 - Status of Allotment Reporting, Army Funds
(Monthly)
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16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

RCS: HAF-ACF(AR)7801 - Status of Funds Database
Transmission (Monthly)

RCS: HAF-ACF(AR)7801 (Supp) - Recovery of Prior-Year
Obligations (Monthly)

RCS: HAF-ACF(AR)7801 (Supp) - Recovery of Prior-Year
Obligations-DoD Wide Appropriations

RCS: HAF-ACF(AR)7801 (Supp) - Military Personnel
Appropriation Reimbursement Data (Monthly)

RCS: HAF-ACF(M)7801 Supp - Negative Unliquidated
Obligations (Monthly)

RCS: HAF-ACF(AR)7801 Supp - Analysis of Unobligated
Reimbursable Authority (Annual)

RCS: HAF-ACF(AR)7801 Supp - Schedule of UFOs Moved
Forward to Next FY (Annual)

RCS: HAF-ACF(AR)7801 Supp - Certification of the Air Force
Cadet Fund (Annual)

RCS: HAF-ACF((AR) 7801 Supp - Annual Schedule of
Independent Unliquidated Obligation Reviews (Annual)

RCS: HAF-DPM(Q)7503 - Appropriated Fund Support to
Non-Appropriated Activities (Quarterly)

RCS: HAF-ACF(Q)8108 - Report of Accounts and Loans
Receivables Due from the Public (Quarterly)

RCS: HAF-ACF(Q)7163 - Request for Transportation Audit Data
(Quarterly)

RCS: DD-COMP(AR)1536 - Report of Panama-Related Costs
(As Required)

RCS: HAF-ACF(Q)8801 - Management Expense and State
Data for Air Force Forest Management Program (Annual)

Xl



30.

31.

32.

33.

34.

35.

36.

37.
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RCS: HAF-CVA(Q)7113 - Report of Contingency Expenditures
(Quarterly)

RCS: DD-COMP(SA)1466 - Report of Expenditures in
Support of Secret Service (Semiannual)

Monitor and Age Locally Maintained Deposit Funds

RCS: HAF-ACF(SA)7105 - General Funds General Ledger
(Other than Stock & Industrial Fund)(Quarte rly)

RCS: IRCN 1032-OPM-MO - Monthly Report of Federal Civilian
Employees

Year-End Focal Point for the Accounting Directorate
Monitor Interface Processing

Bi-Weekly Personnel Cost Report (M10)

Accounting Reports - MAFR Branch (ARM)

1.

2.

For-Others Voucher Processing

RCS: HAF-ACF(W)7112 - Cycle Report of Voucher For- and
By-Others (Weekly)

RCS: HAF-ACF(W)8702 - Cyclic Report of Voucherless Travel
For- and By-Others (Weekly)

Receive Cycle Report of By-Others From DFAS-DE

Receive, Verify, and Report Incoming Interfund
Transactions (Daily)

Daily MAFR Reconciliation (Daily)

RCS: HAF-ACF(M)7113 - Monthly Package Reports of
Disbursements and Collection Transactions (Monthly)

RCS: DD-COMP(W)1445 - DWCF Flash Cash Report
(Weekly)

xli



DFAS-DE 7040.1-M, Change 3
July 1998

9. MAFR Reconciliations and Suspenses

10. RCS: DD-COMP(Q)743 - International Balance of Payments
(Quarterly)

11. Monitor and Control Use of Bypass Codes (Daily)

D. Finance: Vendor Pay and Travel Division (Chapter 7)
Intergovernmental
1. Defense Printing Service (DPS)

2. Defense Commercial Communications Office (DECCO)
Billings

3. MIPR/Project Orders Processing

4, Hazardous Waste Disposal Program
5. Miscellaneous Intergovernmental Branch Processing
6. Interfund Processing

7. Funding Geographically Separated Units (GSU) (Outgoing
MIPR, AF Form 616, AF Form 1269)

8. DMBA-AF Customer Orders Processing
9. Recording of Obligations By-Others

10. Commercial Contracts Paid By-Others Cycle Processing
Procedures

11. By-Others Contract Reconciliation

12.  Suspend Payments for Contracts Citing Appropriation in
the "Red"

13. Reconcile Negative Unliquidated Obligations (NULO)
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Request Current Year Funds For Closed Appropriations

Customer Service

1.

2.

10.

11.

12.

13.

14.

15.

16.

Voucher Certification

Voided Voucher Processing

Provide Customer Service

XPSR Assignments

Commitment Processing

Fund Cite Authorizations (AF Form 616)
Process MIPR (DD Form 448)

MIPR DD Form 448 Recording in CPAS
Project Orders

Base Activity Certification of Invoices
Perform Document Control

Invoice Request Follow-up Letters
Receive IAPS Computer Products
Vendor Debt Files

Perform End-of-Day Processing

Manual Voucher Print Processing

Accounts Payable

1.

2.

Process Invoices into IAPS

Prepare Advance Payments
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3. Process Receiving Report
4, Detailed Voucher Assembly
5. IMPAC Government Credit Card Payments

6. Voiding Vouchers

7. Non-automated Manual Payments
8. Miscellaneous Automated Payments
9. Commercial AF Forms 15 and 315 Processing

10. Receive IAPS Computer Products
Obligation Administration
1. Hard Copy Obligation Document Sort

2. Base Contracting Automated System (BCAS) Interface
Procedure

3. Medical Logistics (MEDLOG) Interface Procedures

4. Blanket Purchase Agreement (BPA)

5. Miscellaneous Obligation Reimbursement Document
(MORD)
6. Processing Legal Claim Obligation Documents

7. Clothing Request/Receipt (AF Form 656/659) Processing
8. Supplemental Health Care (AF Form 676) Processing

9. Tuition Assistance (AF Form 1227)

10.  Military/Civilian Training, DD Form 1556, Processing

11. Notice of Award Letter
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13.

14.

15.
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Purchase Order-Invoice-Voucher (SF 44) Processing
Changes/Adjustments to Contracting Instruments
Fiscal Year End Close-out Procedures

Process AF Form 9 and DD Form 1348-1 For Investment
Equipment (Fund Codes 17, 29, and 54)

Reconciliation and Reports

1.

2.

10.

11.

12.

13.

14.

15.

16.

Determine Interest Penalty Payments
IAPS/BQ Reconciliation
Local Purchase Payment Processing In Supply Systems
IAPS to SBSS, M-37 Validation
IAPS to MEDLOG (NTQNAO)
IAPS to FIABS, Receipt Validation (A-D035J-102-M)-L39)
Interactive Communications Interface (ICI) Processing
MAFR Transaction Reconciliation
Branch Focal Point for IAPS/BQ Error Corrections
Compile Prompt Payment Act (PPA) Report
Post-Post Processing
Suspense/Deposit Account Validations
Prepare the TD Forms 1099 and W-2
Quarterly Open Document Listing (ODL) Certification
BCE Integrated Transaction List

Distribution of End-of-Day Products
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1

\]

18.

19.

20.

. Optional IAPS Products for Recon and Reports
Maintain IAPS Base Variable Files

FIABS to Supply (Stock Control & Distribution, i.e., DO35A, DO35K,
D034A, D151) Systems Reconciliation

Prevalidation of Obligations

Travel Accounting

1.

Permanent Change of Station (PCS) Arrivals - Procedures Used
to In-Process Military Members and Civilian Associates

PCS Departures - Procedures Used to Out-Process Military
Members and Civilian Associates

Control Logs - Establish Procedures for the Use and Maintenance
of all Control Logs

Verify Fund Availability - Determine Unit Fund Availability Prior to
Reserving Government Funds

Travel Requests/Orders - Procedures Used at ANG for Processing
Travel Requests/Orders Including Fund Availability Procedures
Used at the OPLOC to Obligate Orders (Request for Official
Government Travel, DD Form 1610)

AF Form 616 (Authority to Cite Funds) - Procedures Used to Control
Funding Authority Provided to Other Organizations

. Fund Control Numbers (FCN) - Message/Letter Sent to Other

Agencies Used as Authority to Cite Funds

Miscellaneous Obligation Reimbursement Document (MORD), AF
Form 406

Voucher Processing - Procedures Used to Validate, Compute,
and Prepare for Disbursement Travel Entitlements for Official
Travel and Determine Propriety of Travel Claims for
Submission to Appropriate Level (Doubtful Claims)
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
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Collections - Process Collections for Travel Indebtedness

Merged Accountability and Fund Reporting (MAFR) - Processing
Voucher Totals in the General Accounting and Finance System
(BQ) and Automated Travel/Record Accounting System
(ATRAS) to Balance with Disbursing Division

Daily Audit Procedures - Procedures Used to Validate all the
General Accounting and Finance System (BQ) Transactions
Processed During the Business Day

Follow Up Procedures - Procedures Used to Track and Validate
Commitments, Indebtedness, and Open Advances

Fiscal Year (FY) End Close Out - Guidelines for the OPLOC -
ANG to Ensure Fund Controls are Firmly Established During
FY Close-Out

By-Others Transactions Received from Payments Processed by
Another Station Using Your DSSN

Transportation Documents - Procedures Used to Obligate
Transportation Source Document

Commercial Travel Office/Scheduled Airline Ticket Office (SATO)
Billings - Procedures Used to Process Commercial Airline
Tickets Used for Official Travel

Miscellaneous Automated Travel Record Accounting System
Products (ATRAS) - Computer Products Created after End-of-
Day Processing from ATRAS Input

JUMPS Miscellaneous Deductions Listing - Payroll Collections
Generated by DD Form 139

Replacement Check Procedures - Procedures to Issue a
Replacement for a Check That has Been Lost or Stolen

Government Charge Card Program - Department of Defense
(DoD) Program to Utilize Government Charge Card for

Xlvii



DFAS-DE 7040.1-M, Change 3
July 1998

Expenses Associated with Official Travel

22. Miscellaneous W-2 Program - Procedures for Reporting Income
and Taxes Withheld Associated with Travel Payments

23. Withholding Tax Allowance/Relocation Income Tax Allowance
(WTA/RITA) - Payment to Substantially Reimburse Authorized
Employees for Additional Taxes Incurred as a Result of
Relocation

24. Monthly Outstanding Orders/Advances Retrieval - Retrieval to
Report the Number and Age of Outstanding Orders and
Advances

25. Systems - Computer Programs Used Within the Travel
Accounting Branch

E. Finance: Disbursing Division (Chapter 8)

1. Change Business Date (only after all FSO/Reserve DD Forms
2657, Daily Statement of Accountability, are balance and received).

2. Process Daily Collections

3. Perform Accommodation Sales (As Required)

4. Process Emergency Payments and Daily Collections

5. Process Centralized Returned and Undeliverable Checks
6. Automated EFT Processing

7. Processing Payments Via the OPLOC

8. Process Daily U.S. Treasury/LDA Checks

9. Preparation of Treasury Checks for Cash

10. Balance Cashier Accountability

11. Balance Overall Daily Accountability
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Process Returned and Undeliverable Checks (Manual), Bonds, and

Mailed Remittances - DD Form 2658

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Check Issue Verification Procedures

IPC/MAFR Reconciliation Program

Deposit Reporting

Change Fund Procedures (Local Area) (Manual)
Voucher Controls and Disposition (Manual)
Dishonored Checks

Check Reports (Semi-monthly)

Reports (Monthly)

Other Cash Procedures (As Required) (Manual)

Miscellaneous Check Responsibilities (Treasure and Limited

Depositary Account)

23.

24,

25.

26.

Foreign Currency Operations (Limited Depositary Account)
Process Deposit Out-of-Balances With the U.S. Treasury
End-of-Fiscal Year Procedures

Procurement of U.S. Treasury Check Stock
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A&F
A/R
AAFES
AAS
ABA
ACC
ACIP
ACO
ACRN
ADP
ADPE
ADRSS
ADS
ADSN
AEP
AETC
AEU
AF
AFAA
AFCFM
AFI
AFM
AFMC
AFMCM
AFMPC
AFOLDS
AFOSI
AFP
AFR
AFRES
AFRH
AFROTC
AFSC
AFSCAPS
AFSOC
AFSPC
AFTAS
AL
ALC
ALN
AMC
AMIS

DFAS-DE 7040.1-M
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ACRONYMS

Accounting and Finance

Accounts Receivable

Army and Air Force Exchange Service
Customer Service Branch

Annual Budget Authorization

Air Combat Command

Aviation Career Incentive Pay
Administrative Contract Officer

Accounting Classification Reference Number
Automated Data Processing

Automated Data Processing Equipment
Automated Data Report Submission System
Automated Data System

Accounting and Disbursing Station Number
Accrued Expenditures Paid

Air Education Training Command

Accrued Expenditures Unpaid

Air Force

Air Force Audit Agency

Air Force Career Field Manager

Air Force Instruction

Air Force Manual

Air Force Materiel Command

Air Force Materiel Command Manual

Air Force Military Personnel Center

Air Force On-Line Data System

Air Force Office of Special Investigations
Air Force Pamphlet

Air Force Regulation

Air Force Reserves

Armed Forces Retirement Home

Air Force Reserve Officer Training Corp
Air Force Specialty Code

Air Force Standard Civilian Automated Pay System (HK)
Air Force Special Operations Command
Air Force Space Command

Air Force Time and Attendance System
Allotment Ledger

Air Logistics Center

Access Location Number

Air Mobility Command

Acquisition Management Information System
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ANG
ANGRC
APO
APR
ASCII
ASIFICS
ASN
ATCH
ATCMD
ATP
ATRAS
AUTODIN
AVFUEL
AWOL
BA
BAAC
BAAN
BAL
BAL ID
BAQ
BARS
BAS
BC
BCAS
BCE
BCO
BDO
BEAMS
BES
BFMO
BGL
BITS
BJ
BLAMES
BLISS
BLMPS
BMSO
BNR
BOCL
BPA
BPAC
BPPBS
BPR
BPT

Air National Guard

Air National Guard Readiness Center

Army Post Office

Agency Procurement Process

American Standard Code for Information Interchange
Airfift Service Industrial Fund Integrated Computer System
Allotment Serial Number

Attachment

Advance Transportation Control Movement Document
Ancillary Training Program

Automated Travel Record Accounting System (HG)
Automatic Digital Network

Aviation Fuel

Absent Without Leave

Budget Authorization or Budget Activity

Base Activity Account Code

Budget Authorization Account Number

Balance

Balance Identifier

Basic Allowance for Quarters

Base Accounts Receivable System

Basic Allowance for Subsistence

Budget Code

Base Contracting Automated System

Base Civil Engineer

Base Contracting Officer

Blanket Delivery Order

Base-Engineer Automated Management System
Budget Estimate Submission

Base Fuels Management Office(r)

Budget and General Ledger

Base Information Transfer System

Standard Materiel Accounting System

Base Level Autodin Message Extract System

Base Level Information Support System

Base Level Military Personnel System

Base Medical Supply Office(r)

Billed-Not-Received

By-Others Control Log

Blanket Purchase Agreement

Budget Program Activity Code or Budget Project Account Code
Biennial Planning, Programming, and Budgeting System
Business Process Review

Business Process Transformation
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BQ

BRAC
BT

BV
CAFSC
CAMS
CAO
CAP
CATS
CBAS I
CBT
CCAO
CCB
CCM
CCN
CCP
CCPO
CD
CDA
CDC
CDR
CE
CEMAS
CFTP
CFY
CIC
CICS
CIM
CITS
CIVPERS
CLIN
CLSS
CMA
CMAB
CMCS
CML
CMOB
COAL
COARS
cOoB
COCESS
COE
COINS
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System Designator for The General Accounting and Finance
System (Base-Level)

Base Realignment and Closure Committee

System Designator for The Base-Level Military Pay System
System Designator for The Medical-Materiel Supply System
Control Air Force Specialty Code

Core Automated Maintenance System

Contract Administration Office

Contractor Acquired Property

Computer Assisted Training System

Command Budget Automated System Il (DB)
Computer Based Training

Chief Cost Accounting Office

Configuration Control Board

Cost Center Manager

Contractor Communications Network

Centralized Check Printing

Central Civilian Personnel Office

Cost Descripter

Central Design Activity

Career Development Course

Critical Design Review

Civil Engineer

Civil Engineering Material Acquisition System
Career Field Training Plan

Current Fiscal Year

Customer Identification Code

Computer Integrated Control System

Corporate Information Management

Comptroller Information Transfer System

Civilian Personnel System

Contract Line Item Number

Combat LogisticsSupport Squadron

Centrally Managed Allotment

Corporate Management Advisory Board

Case Management Control System

Contract Maintenance Ledger

Centrally Managed Operating Budget

Customer Order Acceptance List

Command On-Line Accounting and Reporting System (CA)
Close-of-Business

Contractor Operated Civil Engineering Supply Store
Corps of Engineers

Commercial Operation Integrated System

v
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COLA Cost of Living Allowance

COLD Computer On-Line Display

COM Customer Order Management

CONS Console System

CONUS Contiguous United States (48 states & D.C.) or Continental United
States

COP Continuation of Pay

COPARS Contractor Operated Vehicle Parts Store

CPAIS Civilian Pay Accounting Interface System (E4)

CPAS Central Procurement Accounting System

CPIM Civilian Payroll Interface Module

CPN Contract Payment Notice

CPO Civilian Personnel Office

CPR Contract Payment Redesign

CPU Central Processing Unit

CR Credit Entry

CRA Continuing Resolution Authority

CRDA Cooperative Research Development Act

CRR Comptroller Resource Requirement

CSlI Cost System Indicator

CSN Control Serial Number

CSPP Computer System Program Plan

CSR Control Summary Record or Civil Service Retirement

CSR Civil Service Retirement/Control Summary Record

CSRA Control Summary Record Address

CSRD Communications Computer Systems Requirement Document

CSRS Civil Service Retirement System

CSSO Computer System Security Officer

CSuU Control Software Units

CTO Consolidated Training Office or Contract Ticket Office

CVv Collection Voucher

CY Calendar Year

DAAS Defense Automated Addressing System

DAFSC Duty Air Force Specialty Code

DAL Daily Audit List

DAO Defense Accounting Office(r)

DAR Defense Acquisition Regulation

DAS Daily Advice of Status

DASD Departmental Accounting Systems Division

DASL Daily Appropriation Summary Ledger

DBA Data Base Administrator

DBMS Defense Business Management System

DBMU Defense Business Management University

DBOF Defense Business Operations Fund

Ivi



DBOF-T
DBT

DCA

DCM
DCMD
DCMLO
DCMOO
DCMR
DCO
DCPS
DDMS
DDN

DDO

DDP
DECA
DECCO
DESC
DFAS
DFAS-CL
DFAS-CO
DFAS-DE
DFAS-DER
DFAS-DY
DFAS-HQ
DFAS-IN
DFAS-KS
DFAS-LI
DFAS-LX
DFAS-OM
DFAS-SA
DFAS-SB
DFC
DFSC
DIA

DIFM
DIFS
DINS
DIREP
DIS

DISA
DITY
DJDE
DIJMS-AC
DJIJMS-RC
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Defense Business Operations Fund-Transportation

Data Base Transfer

Defense Communications Agency

Deputy Commander for Maintenance

Defense Contract Management District

Defense Contract Management Liaison Office

Defense Contract Management Operating Office
Defense Contract Management Region

Deputy Commander for Operations

Defense Civilian Pay System

Defense Debt Management System

Defense Data Network

Deputy Disbursing Officer

Dependent Dental Program

Defense Commissary Agency

Defense Commercial Communications Office

Defense Electronics Supply Center

Defense Finance and Accounting Service

Defense Finance and Accounting Service-Cleveland Center
Defense Finance and Accounting Service-Columbus Center
Defense Finance and Accounting Service-Denver Center
DFAS Denver Regulation

DFAS Operating Location-Dayton, Ohio

Headquarters Defense Finance and Accounting Service
Defense Finance and Accounting Service-Indianapolis Center
Defense Finance and Accounting Service-Kansas City Center
DFAS Operating Location-Limestone, Maine

DFAS Operating Location-Lexington, Kentucky

DFAS Operating Location-Omaha, Nebraska

DFAS Operating Location-San Antonio, Texas

DFAS Operating Location-San Bernardino, California
Defense Finance Center

Defense Fuels Supply Center

Defense Intelligence Agency

Due-In From Maintenance

Defense Integrated Financial System

Database Identification Numbers

Difficulty Report

Defense Investigative Service

Defense Information Systems Agency

Do-It-Yourself Move

Dynamic Job Descriptor Entry

Defense Joint Military Pay System-Active Component
Defense Joint Military Pay System-Reserve Component
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DLA
DMA
DMBA-AF
DMC
DME
DMIF
DMMIS
DMRD
DNA
DO
DOB
DOC ID
DoD
DoD-EE
DoD-FC
DoDFMR
DoDIG
DoDPM
DOLARS
DOLT
DOS
DOV
DPC
DPS
DPSC
DR
DRAS-APS
DR CD
DRMEC
DSAA
DSI
DSN
DSR
DSSN
DTL
DTR
E-MAIL
EAD
ECCS
EDD
EDO
EDP
EEIC
EFTS

Defense Logistics Agency or Dislocation Allowance
Defense Mapping Agency

Depot Maintenance Business Area-Air Force
Defense Mega Center

Depot Maintenance Equipment

Defense Maintenance Industrial Fund

Depot Maintenance Management Information System
Defense Management Report Decision

Defense Nuclear Agency

Disbursing Officer

Date of Birth

Document Identity

Department of Defense

Department of Defense Element of Expense
Department of Defense Functional Category
Department of Defense Financial Management Regulation
Department of Defense Inspector General
Department of Defense Pay Manual

Departmental On-Line Accounting and Reporting System
Date of Last Transaction

Date of Separation or Disk Operating System
Disbursing Office Voucher

Data Processing Center

Defense Printing Service

Defense Personnel Support Center

Debit Entry

Defense Retiree and Annuity System- Annuity Pay Subsystem
Debtor Code

Defense Resources Management Education Center
Defense Security Assistance Agency

Document Save Indicator

Defense Switch Network (Formerly Autovon)
Document Summary Record

Disbursing Station Symbol Number

Document Transmittal Listing

Daily Transaction Record

Electronic Mail

Entered Active Duty

Electronic Mail

Estimated Delivery Date

Effective Date of Orders

Environmental Differential Pay

Element of Expense/Investment Code

Electronic Funds Transfer System
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EIS
EM
EOD
EOM
EOQ
EOS
EOY
EPR
ESO
ESP
EST
FAC
FAR
FARS
FC
FCA
FCF
FCO
FCOC
FCOU
FCRN
FDBA
FEGLI
FEHB
FERS
FIABS
FICA
FID
FITW
FLITE
FLSA
FM
FMA
FMB
FMET
FMF
FMFIA
FMS
FMSOC
FOB
FSA
FSAR
FSO
FSR
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Executive Information System

Environmental Management

End of Day

End of Month

End of Quarter

Entered on Station

End of Year

Enlisted Performance Report

Education Services Officer

Emergency and Special Program Code

Enlisted Specialty Training (AFR 50-23)
Functional Account Code

Federal Acquisition Regulation

Financial Accounting and Reporting System

Fund Code

Fund Cite Authorization (AF Form 616)

Foreign Currency Fluctuation

Filled Customer Orders

Filled Customer's Order Collected

Filled Customer's Order Uncollected

Funds Classification Reference Number
Functional Data Base Administrator

Federal Employees Group Life Insurance

Federal Employees Health Benefits

Federal Employees Retirement System

Financial Inventory Accounting and Billing System
Federal Insurance Contributions Act

Format Identifier

Federal Income Tax Withholding

Federal Legal Information Through Electronics
Fair Labor Standards Act

Financial Management and Comptroller

Financial Management Analysis or Financial Analysis Office(r)
Financial Management Board

Financial Management Education and Training
Financial Management Office(r) (Financial Services)
Federal Managers Financial Integrity Act

Foreign Military Sales

Financial Management Staff Officer Course

Free On Board

Family Separation Allowance or Financial Systems Activity
Fuel Sales Analysis Report

Financial Services Office(r) or Financial Systems Organization
Fund Summary Record
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FSRA
FT
FTP
FW&A
FWG
FY
FYDP
G&A
GAFS

GAMPS
GAO
GBL
GFGL
GFM
GL
GLA
GLAC
GLIC
GLSA
GM
GOCESS
GOPARS
GPF
GPLD
GPRA
GS
GSA
GSE
GSSF
GSU
GTR
GV
HAF
HDIP
HHG
HK
HOST
HQ
IAE
IAPS
IAS
IATS
IAW

Fund Summary Record Address
Fund Type

File Transfer Protocol

Fraud, Waste and Abuse
Financial Working Group

Fiscal Year

Future Years Defense Program
General and Administrative

Standard Base Level General Accounting and Finance System

(BQ)

General Accounting Microcomputer Processing System
General Accounting Office

Government Bill of Lading

General Funds General Ledger

Government Furnished Material

General Ledger

General Ledger Account

General Ledger Account Code

General Ledger Identification Code

General Ledger Subsidiary Account

General Merit Employee

Government-Operated Civil Engineer Supply Store
Government-Operated Vehicle Parts Store
General Purpose Form

Government Property Lost or Damaged
Government Performance and Results Act
General Schedule Employee

General Services Administration

Ground Support Equipment

General Support Stock Fund

Geographically Separated Units

Government Transportation Request

System Designator for the Standard Base Supply System
Headquarters Air Force

Hazardous Duty Incentive Pa

Household Goods

Air Force Standard Civilian Automated Payroll System
Honeywell Operations System Transportation
Headquarters

International Air Evacuations

Integrated Accounts Payable System (TQ)
Immediate Access Storage

Integrated Automated Travel System

In Accordance With
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IBP
ICI
ICL
IDL
IDMS
IFB
IG
IMPAC
INQ
10
IPC

IPR
IPT

1Q

IRR
IRS
ISDN
ISSA
ITR
ITRO
JA/ATT
JAG
JCL
JCS
JDC
JFTR
JLSC
JOCAS
JOCAS I
JON
JOR
JPAM
JSA
JSS
JTR
JUMPS
JV

LAN
LDA
LES
LOF

LP
LWOP
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International Balance of Payments
Interactive Communication Interface
Interface Control Ledger

International Date Line

Integrated Database Management System
Interfund BiIll

Inspector General

International Merchants Purchase Authorization Card
Inquiry

Investigating Officer

Integrated Paying and Collecting System (TT) or Information
Processing Center

Interim Progress Review or Interim Progress Report
Integrated Product Team

Intelligence Query (Report Viewer Software)
Incremental Revenue Recognition

Internal Revenue Service

Internal Services Digital Network
Inter-Service Support Agreement
International Tariff Rate

Interservice Training Review Organization
Joint Airborne/Air Transportability Training
Judge Advocate General

Job Control Language

Joint Chiefs of Staff

JUMPS Data Collection

Joint Federal Travel Regulation

Joint Logistics Systems Command

Job Order Cost Accounting System

Job Order Cost Accounting System Version Il
Job Order Number

Job Order Register

Joint Program Assessmen Memorandum
JOCAS Il Systems Administration

Joint Service Software

Joint Travel Regulation

Joint Uniform Military Pay System

Journal Voucher

Local Area Network

Limited Depositary Account

Leave and Earnings Statement

Loss of Funds

Local Purchase

Leave Without Pay
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MACR
MAFR
MAG
MAIRS
MAJCOM
MALT
MAP
MART
MEDEX
MEDLOG
MER

MFH

MFP
MGIB
MIA
MICROBAS
MILPERS
MILSCAP
MILSTAMP
MILSTRIP
MIPR

MIS
MISIL
MMAS
MMPA
MOA
MOCAS
MOOPS
MORD
MOU
MPC

MPF
MPO
MRPM&R
MTA
MTSR
MTT
MWRs
NA

NAF

NAFI
NAT
NDPR
NET

Materiel Acquisition Control Record

Merged Accountability and Fund Reporting

More Advantageous to the Government

Military Airlift Integrated Reporting System

Major Command

Monetary Allowance in Lieu of Transportation
Military Assistance Program

Master Appropriation Reference Table

Medical Express

Medical Logistics

Master Employee Record

Military Family Housing

Major Force Program

Montgomery Gl Bill

Missing in Action

Microcomputer Budget Automated System

Military Personnel System

Military Standard Contract Administration Procedures
Military Standard Transportation and Movement Procedures
Military Standard Requisitioning and Issue Procedures
Military Interdepartmental Purchase Request
Management Information System

Management Information System for International Logistics
Medical Materiel Accounting System

Master Military Pay Account

Memorandum of Agreement

Mechanization of Contract Administration Services
Microcomputer Off-line/On-line Processing System
Miscellaneous Obligation/Reimbursement Document
Memorandum of Understanding

Major Program Code

Military Personnel Flight

Military Pay Order

Major Real Property Maintenance and Repair
Military Transportation Authorization

Military Training Structure Review

Mobile Training Team

Morale, Welfare, Recreation, and Services

Not Applicable

Non-Appropriated Fund(s)

Non-Appropriated Fund Instrumentality

Network Assistance Team

NASA Departmental Purchase Request

No Earlier Than
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NFC
NLT
NOE
NPA
NPD
NSA
NTE
NULO
Oo&M
OA
OAC
OB
OBAD
OBAN
OBL/AL
OoBY
OC-ALC
OCCR
OCR
ODL
OEG
OEP
OF
0JCS
(ONRE
OLVIMS
OMB
OMR
OO-ALC
OPLOC
OPM
OPR
ORP
OSD
(ON]
OTD
P&C
P&S

PA
PACAF
PAFSC
PAPS

PAPS
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National Finance Center

No Later Than

Notice of Exception

Net Pay Advice

No Pay Due

National Security Agency

Not to Exceed

Negative Unliquidated Obligations
Operations and Maintenance
Obligation Authority

Operating Agency Code

Operating Budget

Operating Budget Authority Document
Operating Budget Account Number
Operating Budget Ledger/Allotment Ledger
Operating Budget Year

Oklahoma City-Air Logistics Center
Organization Cost Center Record
Office of Collateral Responsibility
Open Document Listing

Opportunity for Economic Growth
Office of Emergency Planning
Optional Form

Office of The Joint Chiefs of Staff

On the Job Training

On-Line Vehicle Interactive Management System
Office of Management and Budget
Optical Mark Reader

Ogden-Air Logistics Center

Operating Location

Office of Personnel Management
Office of Primary Responsibility or Officer Performance Report
Operational Review Program

Office of The Secretary of Defense
Office of Special Investigations
Official Table of Distances

Paying and Collecting Area

Product and Service

Per Annum

Pacific Air Force

Primary Air Force Specialty Code
Passenger Automated Check-in System/Airlift Service Industrial
Fund Process System

Pre and Post Sale
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PAR Performance Appraisal Review

PAS Personnel Accounting Symbol

PAT Process Action Team

PBD Program Budget Decision

PC Processing Center or Personal Computer
PCA Permanent Change of Assignment

PCN Product Control Number

PCS Permanent Change of Station

PDM Program Decision Memorandum

PDP Program Decision Package

PDS Personnel Data Systems

PDT&E Personnel Development, Training, and Education Group
PDTATAC PerDiem, Travel and Transportation Allowance Committee
PE Program Element

PEC Program Element Code

PFMR Project Fund Management Record

PFY Prior Fiscal Year

PIF Pay Information File

PIIN Procurement Instrument ldentification Number
PLN Personal Location Number

PMCS Professional Military Comptroller School

PMI Performance Management Indicator

PMO Project Management Office

PMRT Program Management Responsibility Transfer
PMS Production Management Specialists

PO Purchase Order or Project Order

POBY Prior Operating Budget Year

POC Privately Owned Conveyanace or Point-of-Contact
POD Port of Debarkation

POE Port of Embarkation

POL Petroleum, Oils, and Lubricants

POM Program Objective Memorandum

PON Procurement Office Number

POV Privately Owned Vehicle

PPA Prompt Payment Act

PR Purchase Request

PRA Pay Record Accessibility

PSC Postal Service Center

PSERVER Print Server

PSF Pay Service File

PSR Program Summary Record

PSRA Program Summary Record Address

PTDY Permissive Temporary Duty

PVR Product Verification Review

IXiv



PY
QA
QAM
QAP
QE
QLG
QLP
R&D
RA
RAFO
RAM
RAPS
RBA
RC&B
RC/CC
RCC
RCM
RCS
RDT&E
RECON
REJ
RGC
RID
RIK
RIOS
RITA
RJET
RMS
RNB
ROD
ROI
ROM
RON
ROS
ROTE
RPC
RON
RSC
RSD
RTDPC
SA-ALC
SAAC
SAAM
SAF
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Program Year

Quality Assurance

Quality Assurance Manager
Quality Assurance Program

Quality Examination

Quick Look Group

Query Language Processor
Research and Development
Resource Advisor

Regional Accounting and Finance Office
Random Access Memory

Retiree Annuitant Pay System
Reimbursable Budget Authority
Returned Check & Bond System
Responsibility Center/Cost Center
Resource Control Center
Responsibility Center Manager
Reports Control System

Research, Development, Test and Evaluation
Reconciliation

Reject

Repair Group Category

Routing Identifier
Replacement-in-Kind

Report Indentification Codes
Relocation Income Tax Allowance
Remote Job Entry Terminal System
Resource Management System
Received-Not-Billed

Report of Discrepancy

Report of Investigation
Read-Only-Memory

Reimbursable Order Number
Report of Survey

Rotation

Regional Processing Center
Requisition

Reimbursement Source Code
Reparable Support Division
Revenue Traffic Data Processing Center
San Antonio-Air Logistics Center
Security Assistance Accounting Center
Special Assignment Airlift Mission
Secretary of The Air Force
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SAH
SAM
SAMIS
SATO
SAV
SBLC
SBP
SBR
SBSS
SC
SCR
SDA
SDR
SES
SF
SGLI
SIK
SITW
SJA
SMA
SMAS
SMBA
SMHG
SOA
SPM
SPO
SPRACS
SQL
SRAN
SRB
SRR
SSA
SSAN
SSB
SSC
STHL
STS
STTC
SWF
T&A
T/B
TAA
TAC
TACC

Apecial Accounts Handling
Scheduling Automated Manager
Security Assistance Management Information System
Scheduled Airline Ticket Office

Staff Assistance Visit

Standard Base-Level Computer
Survivor Benefit Program

Summary Billing Record

Standard Base Supply System (GV)
Sales Code

Systems Change Request

Source Data Automation

Systems Design Review

Senior Executive Service Employee
Standard Form

Servicemen's Group Life Insurance
Subsistence-in-kind

State Income Tax Withholding

Staff Judge Advocate

Subject Matter Area

Standard Materiel Accounting System (BJ)
Supply Management Business Area (old stock fund)
Standard Mileage Highway Guide
Separate Operating Agency

Single Point Manager

Special Project Officer

Second Generation Passenger Automated Check-in System
Structured Query Language

Stock Record Account Number
Selective Reenlistment Bonus
Systems Requirement Review
Social Security Administration
Social Security Account Number
Special Separation Benefit
Standard Systems Center

Selective Transaction History List
Specialty Training Standard
Sheppard Technical Training Center
Separation Work File

Time and Attendance

Trial Balances

Total Actual Authority
Transportation Account Code
Tanker Airlift Control Center

Ixvi



TADSN
TAFMSD
TASO
TCMD
TCN
TD
TDY
TFM
TGA
TIK
TIM
TLA
TLE
TMO
TOA
TPA
TPR
TQ
TR
TRACS
TRAIS
TRIC
TRT
TSC
TSP
TT
U&TW
U.S.C.
UCMJ
UFO
ULO
uoC
uoo
UPS
URC
USAFA
USAFE
usc
USSAH
VADR
VEAP
VHA
VIMS
VPR
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Transfer Accounting and Disbursing Station Number
Total Active Federal Military Service Date
Terminal Area Security Officer
Transportation Control and Movement Document
Transportation Control Number

Treasury Department

Temporary Duty

Treasury Financial Manual

Treasury General Account
Transportation-in-Kind

Technical Interchange Meetings

Temporary Lodging Allowance

Temporary Lodging Expense

Transportation Management Office

Total Obligation Authority

Travel by Private Auto

Trained Personnel Requirement

Integrated Accounts Payable System
Transportation Request

Treasury Receivable Accounting and Collection System
Transportation Reporting and Inquiry System
Transaction Identification Code

Transmittal Register Transcript

Training Status Code

Thrift Savings Plan

Integrated Paying and Collecting System
Utilization and Training Workshop

United States Code (public law)

Uniform Code of Military Justice

Unfilled Orders

Unliquidated Obligations

Unobligated Commitment or Unit of Currency
Undelivered Orders Outstanding
Uninteruptible Power Supply

Unit Repair Cost

United States Air Force Academy

United States Air Forces Europe

Unit Sales Cost

United States Soldier's and Airmen's Home
Voucher Auditors Detail Report (State Dept.)
Veteran's Educational Assistance Program
Variable Housing Allowance

Vehicle Interactive Management System
Variable Price Reduction
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VSI
WAN
WG
WHS
WIMS
WIP

WO
WR-ALC
YW

Voluntary Separation Incentive

Wide Area Network

Wage Grade Employee

Washington Headquarters Services
Workorder Information Management System
Work-in-Process

Work Order

Warner Robbins-Air Logistics Center

Youth Worker Employee
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PART ONE
GENERAL INFORMATION

CHAPTER 1
OPERATING LOCATION FUNCTIONAL STATEMENT

A. PURPOSE. This Desk-Top Instruction Manual is issued to standardize and define
the DFAS-DE Operating Location (OPLOC) and Air Force Financial Service Office
(FSO) procedural responsibilities and detailed task instructions.

B. POLICY. On December 13, 1991, the Deputy Secretary of Defense signed the
Defense Management Report Decision (DMRD 910) directing the consolidation of
finance and accounting operations within the Department of Defense (DoD).

*C. APPLICABILITY AND SCOPE. This instruction manual is to be used in
conjunction with existing DoD and Air Force regulations and is intended to provide
detailed guidance in performing day-to-day operations in a consolidated finance and
accounting environment. It identifies specific responsibilities that need to be
accomplished by DFAS-DE OPLOCs, Air Force FSOs, and Air National Guard (ANG)
units in order to efficiently accomplish specific tasks. Instructions included in this
manual apply to all DFAS-DE OPLOCSs, Air Force FSOs, and ANG units upon
consolidation of the DFAS-DE Defense Accounting Offices, but do not take precedence
over existing DoD and Air Force Requlations. These instructions are to be
implemented only upon consolidation or by proper authority (DFAS-DE/A and
SAF/EMPQC). Installations should not implement these instructions until directed
to do so.

*D. RESPONSIBILITIES. The Directorate of Customer Service and Performance
Assessment, Customer Service and Performance Measurement Division, DFAS-DE/PC,
is the focal point for issues regarding maintenance and electronic distribution of this
manual. Offices responsible for the content of each chapter are listed in the preceding
Directory on page ii. DFAS-DE OPLOCSs, Air Force FSOs, and ANG units will use this
manual in the performance of their day-to-day finance and accounting operations.

Users will submit proposed changes regarding this manual to DFAS-DE/PC through
their established chain of command. DFAS-DE/PC and SAF/FMPC will coordinate on
and approve any change to this manual.

*E. DFAS-DE OPLOC ORGANIZATION . The standard DFAS-DE OPLOC
organization chart as well as a chart of the DFAS Centers and their OPLOCS and a list
of the Air Force Organizations supported by DFAS OPLOCSs follow:
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DFAS-DE
OPLOC ORGANIZATION
STRUCTURE

Director (D)
Principal Deputy Director (DD)

Customer Svc Secretary
& Performance Section Cmdr
Assesment ||| _1stSergeant
Office (DI) Superintendent
Systems Human
Management Resources
Office ] Office
(DS) (PSO/HN)
[ | | 1
Deputy Director| |Deputy Director| [Deputy Director Electronic
for for for Document
Accounting Finance Administration Management
(A) (F) (E) (EDM)*
Transportation Disbursing Administrative
Accounting Division Support
Division I I Division
(AC)* (FD) (EA)
Security Vendor Pay Resource
Assistance and Management/
I Division ] Travel I Plans
(AI) ** Division (FP) Division (EC)
Accounting Public
Operations Affairs
I Division ] Office
(AO) (EP)
Acquisition
| Division
(AQ)
Reports
and
Analysis
Division (AR)

* As Appropriate (OM)
**  AsAppropriate (DY)
*Figure 1-1. DFAS-DE Operating Location Standard Organization Chart
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DFASHQ
Alexandria VA
Denver Indianapolis Cleveland Columbus Kansas City
Center Center Center Center Center
Dayton Orlando Charleston Memphis
OH FL SC TN *
Omaha Lawton Norfolk Rantoul
NE OK VA IL *
San Antonio Rock Idand Oakland
TX IL CA
Limestone Seaside San Diego
ME CA CA
San Bernardino Rome Honolulu
CA NY HI
St Louis Pensacola
MO FL
L exington
KY *

* Projected to Open in the Future (There has been no activation date scheduled as yet).

*Figure 1-2. DFAS Centers and Their Operating Locations (OPLOCSs)
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DAYTON OPLOC

(DMC - Robins)
Charleston AFB

Dover AFB

Hanscom AFB
McGuire AFB

Newark AFB

Pope AFB

Robins AFB

Rome Lab

Seymour Johnson AFB
Wr-Pat AFB

ANG - Alpena Ml

ANG - Atlantic City NJ
ANG - Barnes MA
ANG - Battle Creek Ml
ANG - Bradley CT
ANG - Burlington VT
ANG - Charleston WV
ANG - Harrisburg PA
ANG - Knoxville TN
ANG - Louisville KY
ANG - McEntire SC
ANG - McGuire NJ
ANG - Otis MA

ANG - Quonset RI
ANG - Rickenbacher OH
ANG - Savannah GA
ANG - Schenectidy NY
ANG - Springfield OH
ANG - Stewart NY
ANG - Suffolk County NY
ANG - Toledo OH
ANG - Willow Grove PA
ANG - Wilmington DE
AFRC - Dobbins GA
AFRC - Niagara NY
AFRC - Pittsburgh PA
AFRC - Selfridge Ml
AFRC - Westover MA

AFRC - Willow Grove PA;
Youngstown OH

LIMESTONE OPLOC

OMAHA OPLOC

(DMC - Gunter)
Arnold AFB

Barksdale AFB
Columbus AFB

Eglin AFB

Keesler AFB

Langley AFB

Maxwell AFB

Moody AFB

Shaw AFB

ANG - Charlotte NC
ANG - Dannelly Fld AL
ANG - Dobbins GA
ANG - Gulfport MS
ANG - Jackson MS
ANG - Jacksonville FL
ANG - Meridian MS
ANG - Nashville TN
ANG - New Orleans LA
ANG - Richmond VA
ANG - Syracuse NY
ANG - Terra Haute IN
AFRC - New Orleans

(DMC - Tinker)

A.F. Academy

Altus AFB

Bayonne

Ellsworth AFB

Grand Forks AFB
Little Rock AFB
McConnell AFB
Minot AFB

NIMA

Offutt AFB

Peterson AFB

Scott AFB

Tinker AFB

Vance AFB
Whiteman AFB

ANG - Bangor ME
ANG - Des Moines IA
ANG - Duluth MN
ANG - Fargo ND
ANG - Forbes KS
ANG - Ft Wayne IN
ANG - Lincoln NE
ANG - Little Rock AR
ANG - Madison WI
ANG - Mansfield OH
ANG - McConnell KS
ANG - Memphis TN
ANG - Milwaukee WI
ANG - Minn/St Paul MN
ANG - Niagara Falls NY
ANG - O'Hare IL
ANG - Pease NH
ANG - Peoria IL
ANG - Pittsburg PA
ANG - Sioux City IA

DENVER (DFAS-DE/O)

SAN ANTONIO OPL.

SAN BERNARDINO OF

(DMC - Gunter/Kelly)
Bolling AFB

Cannon AFB
Davis-Monthan AFB
DIS

Holloman AFB
Kirtland AFB

Luke AFB

USUHS

ANG - ANGRC

ANG - Andrews MD
ANG - Baltimore MD
ANG - Kirtland NM
ANG - Martinsburg WV
ANG - Phoenix AZ
ANG - Tucson AZ

Omabha (Cont)

ANG - Sioux Falls SD
ANG - Springfield IL
ANG - St Joseph MO
ANG - St Louis MO
ANG - Volk Field WI
AFRC-Grissom IN
AFRC - Milwaukee WI

(DMC - Kelly)
Brooks AFB

Dyess AFB

Ft Detrick

Ft Sam Houston
Goodfellow AFB
Kelly AFB

Lackland AFB
Laughlin AFB
MEDCOM
Randolph AFB
Reese AFB
Sheppard AFB
ANG - Dallas TX
ANG - Ellington TX
ANG - Ft Smith AR
ANG - Kelly TX
ANG - Okla City OK
ANG - Tulsa OK
AFRC - Carswell TX

*Figure 1-3. Air Force Organizations Supported by DFAS OPLOCs
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(DMC - Hill)

Beale AFB

Edwards AFB

F.E. Warren AFB
Fairchild AFB

Los Angeles AFB
Malmstrom AFB
McChord AFB
McClellan AFB

Mt. Home AFB

Nellis AFB

Travis AFB
Vandenberg AFB

ANG - Boise ID

ANG - Buckley CO
ANG - Camp Murray W
ANG - Channel Isl CA
ANG - Cheyenne WY
ANG - Fairchild WA
ANG - Fresno CA
ANG - Great Falls MT
ANG - Kingsley Fld OR
ANG - March CA

ANG - Moffett FId CA
ANG - Portland ME
ANG - Reno NV

AFRC - March CA
AFRC - Minn/St Paul Ml
AFRC - Portland OR
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CHAPTER 2
FINANCIAL SERVICES ORGANIZATION FUNCTIONAL STATEMENT

A. EINANCIAL SERVICES:

1. Provides direct customer service to wing and tenant personnel.

2. Acts as liaison between wing organizations and tenant activities and the
Defense Accounting and Finance Service (DFAS).

B. EINANCIAL SERVICES ORGANIZATION (FSO).

1. Accounting Liaison:

a. Controls and certifies propriety/availability of appropriated funds for
anticipated wing and tenant requirements.

b. Updates accounts receivable records for cash received at the base for
collections (checks and collection vouchers are sent to the Operating Location
(OPLOCQ)).

c. Updates/adjusts organization fund targets in the base supply and base
accounting systems.

d. Assists DFAS in processing accounting (interfund) transactions between
other federal agencies and wing and tenant organizations.

e. Updates base supply's material acquisition control record with fund targets
provided by higher headquarters and interfaces between wing and tenant organizations
and DFAS in the reconciliation of accounting records and the production of financial
management reports and information retrievals.

f. Enters related information into the Central Procurement Accounting System
(CPAS), Defense Business Management System (DBMS), and related systems.

g. Assists DFAS in following up on dormant funds and reconciliations.

h. Performs follow-up for receiving report requests, as requested, by OPLOC
Customer Service.

i. Prepares and certifies a limited number of emergency type payments to
individuals; supports classified operations and Imprest Fund replenishment paid locally.

X]. Performs periodic follow-up on expiring unobligated commitment balances
for obligating documents.
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*k. Creates internal records such as Program Summary, and Document
Summary Records.

[. Serves as the FSO focal point for financial systems, local area network,
and software requirements.

m. Provides monthly schedule for computer program runs to the OPLOC.
n. Prepares and provides base variable changes to Systems Administration.

0. Processes MAFR transactions for vouchers processed at the FSO,
coordinates and assists the OPLOC in daily balancing.

p. Prepares and provides financial coding structures for base and tenant
activities to the OPLOC.

g. Monitors and controls use of override codes.

r.  Provides a monthly disk file to the local medical center for medical
expenses.

s. Assists financial analysis and OPLOC personnel with fiscal year close-out
and the fiscal year conversion.

2. Customer Service:
a. Military Pay:

* (1) Provides face-to-face customer service for wing and tenant personnel
such as making casual and emergency payments, processing collections, verifying
entitlements, providing allotment services, in- and out-processing of assigned
personnel, resolving pay inquiries and account problems, inputting Merged
Accountability and Fund Reporting (MAFR) transactions, processing leave transac-
tions, and inputting related Defense Joint Military Pay System (DJMS) transactions.

*(2) Provides customer service to retirees and annuitants.

*(3) Interviews and assists personnel on dependency determinations.

b. Civilian Pay Liaison:

(1) Provides face-to-face customer service to wing and supported tenant
unit civilian employees.
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(2) Collects and consolidates wing time and attendance reports and
forwards to the appropriate payroll office for processing.

(3) Assists civilian employees in preparing and processing claims and
indebtedness transactions.

(4) Interfaces between the servicing civilian personnel office, the base
budget office, and the payroll office in the production of civilian pay cost reports, and
the reconciliation and update of pay and leave records for wing civilian employ-
ees....Will not certify funds for payroll (will be done at central pay office).

*(5) Processes AF Forms 428, Request for Overtime.

c. Travel Pay:

*(1) Provides face-to-face customer service for wing and tenant personnel
and dependents such as computing emergency cash travel advances, assisting wing
resource managers in estimating costs for temporary duty (TDY) trips, answering
travelers' questions and inquiries, processing collections, assisting in claims
submission, and inputting related transactions into the applicable travel computation
system (IATS, ACTS, and TASTRAVEL).

(2) Records commitments from AF Form 616, Fund Cite Authorization.

(3) Performs travel voucher computations.

(4) Administers the Government Charge Card Program.

*(5) Acts as travel computation system administrator.

*(6) Provides travel computation system files to OPLOC for MAFR input.

(7) Creates and updates the travel master record.

*(8) Follows-up on outstanding advances, obligations, and debts.

*(9) Uses products, such as the daily audit list, provided by the OPLOC to
perform follow-up and review/validate daily input.

*(10) Records all travel obligations.
3. Cashier Operations:

a. Provides emergency cash and check disbursement and collection services
for wing military and civilian personnel.
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b. Makes appropriate input to the Integrated Paying and Collecting (IPC)
system.

c. Safeguards cash and negotiable instruments, and maintains cash account-
ability control records. Also maintains physical security.

d. Services base organization change fund, disbursing agent, paying agent,
and imprest fund accounts.

e. Supports peacetime mobility/deployment and contingency operations.
f. Transfers check data to the OPLOC for any payments other than cash.
g. Performs bank transactions.
h. Prepares cash authority.
i. Opens and closes secured area.
] Maintains voucher controls.
k. Processes daily agent operations and previews periodically.
I.  Performs daily cash and accountability reconciliations.
*m. Records daily losses and overage of funds and prepares quarterly reports.
4. Cost Accounting:
a. Performs Cost Accounting:

(1) Ensures Job Order Cost Accounting System (JOCAS) Il Tables are
properly maintained.

(2) Approves indirect and overhead rates and provides rate development
support as required.

(3) Approves Product and Service rates and provides rate development
support as required.

(4) Approves cost transactions.

(5) Monitors labor processing and approval.
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(6) Monitors product and service entry approvals.

(7) Schedules JOCAS Il Control Software Units (CSU) including standard
system file interfaces.

(8) Schedules end of month processing routines.

(9) Responsible for journal voucher processing.

(10) Responsible for SF1080 bill processing.

(11) Focal point for resolution of system and data problems.

(12) Coordinates system discrepancies and enhancements with users and
DFAS-DE/ANMC.

(13) Responsible for JOCAS Il error correction.
(14) Responsible for report generation and customer support.
b. Cost Accounting Liaison:

(1) Coordinates end of fiscal year procedures with OPLOC, DFAS-
DE/ANMC, and major commands, as applicable.

(2) Coordinates JOCAS Il training requirements.

(3) Coordinates Security Administration with the JOCAS System Adminis-
trator. This includes managing and monitoring users role assignments.

(4) Coordinates System Administration with the JOCAS System Adminis-
trator. This includes JOCAS Il system releases in addition to normal data base
management.

(5) Focal Point for Federal Manger's Financial Integrity Act (FMFIA)
certification.

(6) Liaison between OPLOC and system users for accounts receivable and
collection management.
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FINANCIAL SERVICES OFFICE (FSO)

Wing CC

Comptroller

FSO Financial Analysis

—— Accounting Liaison

—— Customer Service
(Mil/Civ/Travel Pay)

—— Cashier / Accountability

NOTE: MAJCOMs are authorized to modify according to needs.

*Figure 2-1. Financial Services Office (FSO) Organization
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PART TWO
DETAILED TASK INSTRUCTIONS

X*XCHAPTER 4
SYSTEMS MANAGEMENT OFFICE

* System Mission Statement:

Responsible for the functional operation of all computer hardware, software,
LAN, and telecommunication (voice, data, video, and imaging) systems within
the OPLOC. Provide an information management focal point for ADP
technology and telecommunications.

- Serve as Office of Primary Responsibility for all current and new
software, computer equipment, the assignment of computer equipment, and
communications issues. Provide management with future systems
enhancements and upgrades. Act as focal point for all merger actions and
coordinate schedule of events with the DMC and other interested parties.
Ensure all pre-merger actions have been completed. Review consolidation
checklist and accomplish taskings by the required due date.

- Responsible for managing systems, coordinating data table and code
changes, maintaining master coding tables and controlling system access.

- Serves as the systems technical coordinator.

- Analyzes system effectiveness and resolves/reconciles/reports problems
as required.

- Assists and coordinates training of employees on equipment and
software.

- Ensure computer equipment and software is purchased to meet mission
requirements.

- Staff all questions raised by management and provide information as

appropriate.

Chapter 4 Systems Management Office is divided into 3 Sections. Section
A is General/Print requirements, Section B is Operational Systems, and
Section C covers communications.
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A - GENERAL/PRINT REQUIREMENTS

1. XxTASK - OPLOC Liaison for all System Functions

Introduction: Serves as the systems liaison between OPLOC, FSO, ANG, DMC,
and EMO.

a. OPLOC:
(1) Appoint personnel to act as system focal points for the OPLOC for
each DMC/EMO as appropriate. Provide name, office/home phone number,

system, and other information as required to the DMC/EMO by letter.

(2) All systems problems will be directed to the DMC/EMO by the
systems management office.

(3) Follow established procedures for reporting system problems, i.e.
DIREP, ARS Remedy, SITREP, etc.

(4) Disseminate information on system changes/problems to all
appropriate customers, i.e. Newsletters, SANs, HUMs, PANs, Releases, etc.

(5) All OPLOC personnel will route problems through appropriate
TASO or help desk for problem resolution.

b. FSO:

(1) Appoint on-line system focal point to the base communications
group/squadron and to the OPLOC.

(2) Contact OPLOC for systems problems.
c. ANG:
Same as FSO.
2. XTASK - Technical Training Liaison

Introduction: Jointly responsible with Human Resources and Admin for assisting
and coordinating training of all employees on equipment and software.

a. OPLOC:
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(1) Utilize all available resources to conduct training:
(a). OJT/CDCs
(b). PC/Functional Expertise
(c). Formal/Contractor Training

(d). Computer Based Training (CBT), i.e. Software tutorials, self
paced, etc.

(2) Assists and coordinates training for all employees.

(3) Provides initial system training to all new employees, i.e. LAN
Access, cc:mail, DMC Access, etc.

(4) Review Comptroller System Newsletter from HQ SSG for training
requirements. Take appropriate action as necessary.

b. FSO:
(1) This requirement could be handled by the Comptroller Training
NCO (or Squadron Training NCO, or applicable training NCO), but must include

computer system training.

(2) Schedule new employees for microcomputer, mainframe and
software training.

(3) Contact base communications group/squadron for on-base
computer training classes either offered through the Base Education Center or
the base communications group/squadron.

c. ANG:
Same as FSO.
3. XTASK - On-Line Print Management.
Introduction: designates personnel to handle the distributive print process.
Ensure all output products are directed to the proper print areas. Also ensure

adequate print supplies are available to operate on a day-to-day basis.

a. OPLOC:
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(1) Designate individuals to handle distributive print. This requirement
will require an alternative work schedule to handle early morning print, weekend
printing and publishing.

NOTE: PaperView, ViewFinder, List Enhance, WinBas, OLRYV, Louis Il, FTP
Server, Advance Retrieval Software and other print replacement systems are
strongly encouraged.

(2) Establish print requirements in PSERVER and Distributive print as
required. Deputates must provide print requirements to the Systems
Management Office.

(3) Retain end of month print listings for archive purposes (AFMAN 37-
139 or DFAS replacement). Save the print files for the end of month reports to
magnetic media (3 1/2"disks or magnetic tape) for archive purposes. See Atch
4-1 for specific controls and instructions. Remember the Distributive Print Work
Station back-up is only for 7 days.

(4) Monitor print being downloaded to the distributive printer during the
day for programs being run on-line, such as the IPC/BQ recon. Conduct print
utility SAVES on these files as required prior to printing the products. VERY
IMPORTANT - MAKE SURE TO SAVE PRINT FILES FIRST. Once the output
file is printed, it is deleted from the print queue. If the file has not been saved,
there is no way to recover output files without running the computer program
again. Print products as required.

(5) For CPAS product distribution use CA-DISPATCH, DJDE records.
For FIABS use CA-DISPATCH.

(6) Establishes print requirements for Depot Maintenance Systems.

(7) Establish computer paper, ribbons and laser toner stock
requirements. Report requirements through OPS Order.

(8) Establish requirements for special forms to include a back stock to
meet emergency situations.

(9) Distribute the appropriate products.
b. FSO:

(1) Same as OPLOC.
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(2) If you desire to use print viewing utilities contact base
communications group/squadron, as it is sold with a site license to the base, not
to the OPLOC.

(3) Notify the OPLOC System Office of product requirements.

c. ANG:
Same as FSO.

4. *TASK - Support Development of Information Technology Budget
and Budget Estimates.

Introduction: OPLOC focal point for computer systems purchases and/or
replacements.

a. OPLOC:
(1) Consolidate deputatesrequests for ADPE for submission of
budget. Include computer paper, ribbons floppy disks, binders, CD-ROM

storage disks and other data storage media in the budget.

(2) Prepare ADPE budget requirements incorporating mission
changes.

(3) Include ADPE purchases to meet life cycle replacement program.
Include purchases of software upgrades/site licenses.

(4) Assist other deputates with their microcomputer/software
requirements.

(5) Submit budget by suspense date in required format.
b. FSO:

(1) Follow local base procedures for budget submission through the
Comptroller Resource Advisor.

(2) The Unit Resource Advisor provides format for budget submission.
c. ANG:

Same as FSO.
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5. XTASK - Ensure Implementation of Information Resource
Management Policies from Defense Finance and Accounting Service
Headquarters and Defense Finance and Accounting Service Denver Center.

a. OPLOC:

Follow published guidance provided by DFAS-HQ, DFAS-DE and
FSADE.

b. FSO:
No action required.
c. ANG:
No action required.
6. X TASK - Coordinate Facility/Technology Requirements.

Introduction: Ensure the plan for facility and technology enhancements are
coordinated throughout the proper approving authorities.

a. OPLOC:

(1) Review building layout and placement of new equipment. Advise
and coordinate on building modification requirements, i.e., dedicated power,
surge protection, UPS, dedicated communications lines, accessibility, raised
floor, security requirements, etc.

(2) Work with other deputates to determine their technology
requirements and the best way to meet their needs.

(3) Review future systems enhancements and determine
equipment/software requirement. Prepare purchase requests as required to
meet management future needs. Coordinate incoming shipments with the
administration Deputate primary property custodian.

(4) Coordinate with the FSO on their requirements to meet their needs.

b. FSO:
(1) Same as OPLOC.
(2) Contact OPLOC, BNCC, local communications group/squadron

and civil engineering activity.
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c. ANG:
Same as FSO.
7. *TASK - Provide Risk Analysis and Security Assessment.
a. OPLOC:
(1) Follow appropriate DFAS-DE/FSADE risk analysis procedures.
(2) Perform risk analysis annually or on an as directed schedule.
(3) Obtain risk analysis regulations from appropriate sources.
b. FSO:
(1) Follow local base procedures.
(2) Contact base communication group/squadron for guidance.
c. ANG:
Same as FSO.
8. X TASK - Contingency Operations
Introduction: Contingency Plans to handle adverse conditions.
a. OPLOC:

(1) Coordinate and develop system recovery plans to ensure
continued operations.

(2) Incorporate Systems Management Office plans in OPLOC
CONTINUITY OF OPERATIONS PLAN and LIVING DISASTER READINESS
PLAN SYSTEM.

(3) Systems Management Office Chief is a member of the Crisis
Control Center (CCC).

(4) Must inform customers of contingency developments.

b. FSO:
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(1) Provides assistance to OPLOC CONTINUITY OF OPERATIONS
PLAN as negotiated.

(2) Follow local established procedures and inform OPLOC Systems
Management Office.

c. ANG:
Same as FSO.
9. XTASK - Help Desk

Introduction: Provides a single focal point to receive and record customer
initiated request for assistance.

a. OPLOC:

(1) Implements and maintains Action Request System (ARS)/Remedy
System.

(2) Receives, evaluates, assigns priority, and distributes work order
requests and follows up to ensure completion.

(3) Research through ARS knowledge base for problem resolution.
b. FSO:
Submits request for assistance through TASO to OPLOC.
c. ANG:
Same as FSO.
B. OPERATIONS
1. XxTASK - Opening and Closing Procedures
Introduction: Validate database of all applicable systems to ensure correct
position.
a. OPLOC:
(1) Systems Management Office validates opening and closing

inquiries.
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(2) If there are no identified differences, process OP-STATUS.

(a) Validate to ensure PSURPB process has finned properly (i.e.,
IKO, PSO, 1J0)

(b) Start ICI (NTQP30)
(c) Password protect database when appropriate
(3) If there are differences, do not process OP-STATUS:

(a) Validate differences, coordinate with accounting Deputate to
rectify.

(b) After ensuring database integrity, process OP-STATUS.
(4) EOD closing session:

(@) Down ICI (NTQP30)

(b) Run BQ History

(c) Down ADS

(d) Run closing inquiries

(e) Start EOD schedules

(5) Systems Management Office will receive and provide the CPAS
Exception Balancing Report (BR1) to the appropriate office.

(a) If out of balance condition exists, applicable office notifies
DMC, HQ AFMC, and CPAS users and takes appropriate action.

(b) If no out of balance condition exists, no action is required.

(6) OPLOC will establish a procedure to notify the bases when the
system is available.

b. FSO:

(1) Do not access the system until notified by the OPLOC.
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(2) Contact Systems Management Office for any ICI problems. NOTE:
DO NOT RUN ICI COUNT - OPTION C FROM INTERFACE PROCESSING SUB
MENU.

(3) Contact OPLOC for weekend on-line time.
c. ANG:
Same as FSO.
2. XTASK - Computer and Products Schedule

Introduction: Systems Management Office is responsible for all scheduling and
execution of computer programs, excluding TIP executed Batch jobs and
retrievals.

a. OPLOC:

(1) Establish master program schedule in conjunction with deputates
and FSOs on a monthly basis. Schedule will be consolidated and prepared
monthly by Systems Management Office. Exceptions to the schedule should be
made no later than 24 hours in advance and the DMC system monitor notified.
This requirement should not be construed as mandatory and cause late reports
or mission failure. See AFM 177-370, attachment A-4 and other user manuals
for the definition of the program Ids.

(2) Prepare the Master Run Schedule in SAM (Scheduling Automated
Manager) or comparable system. In CPAS update CA-DISPATCH and DJDE
records for product distribution and coordinate with appropriate DMC.

(3) Systems Management Office prepares and/or validates control
records for OPLOC and FSOs to request products and reports. Coordinate with
deputates and FSO on product options. Store control records based on local
procedures.

(4) Forwards product requests to the FSO monthly for depot
Maintenance Systems. Coordinates special products via phone or fax.

(5) Schedules standard production runs for the Depot Maintenance
Management Information System (DMMIS) and assists when necessary with
DMMIS Job Stream submission.

b. FSO:

(1) Forward product requests to the OPLOC monthly.
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(2) Coordinate any special products via phone, fax, or other
established procedures.

(3) Ensure FMA receives a copy of the schedule. Highlight the supply
and civilian pay interfaces.

For CPAS, FSO forwards request for generated output products access and to
have CA-DISPATCH updated for routine receipt of products.

(4) Notify OPLOC Systems Management Office of any schedule
changes required due to mission requirements. Notify Systems Management
Office 24 hours before output product is needed.

(5) Schedule DMBA-AF related runs and products required for the
Depot Maintenance Systems.

c. ANG:
Same as FSO.
3. XTASK - Perform Table Maintenance
Introduction: Responsible for maintaining accounting system tables.
a. OPLOC:
(1) Ensure the MART is updated through program, NBQAS5O0.

(a) Inquire Hash/Sequence totals using NBQH92 inquiry. (See
AFM 177-370, section 36, for inquiry format and section 20 for ‘GET PROC”
frame procedures.)

(b) If Hash/Sequence totals do not change, the MART update did
not process. See AFM 177-370, section 36, paragraph 36g, for retransmission
instructions. Research BLAMES system listings to ensure MART files were
received.

(2) Maintain BQ User/Validation table.
(a) Update based on approved DISA Form 41.
(b) Store backup copy off-line.

(3) Maintain BQ base variable file (NBQ610).
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(a) Control base variable files to ensure integrity.

(b) Prepare changes to the Base Variable File (NBQ61X) as
requested by accounting. Prevent unauthorized access to the file. Add new
OAC/OBANS, site codes, SRANs and print distribution codes in the applicable
Base Variable File records. The Business Funds Branch coordinates any new
SRANSs with the Systems Management Office.

(c) Store backup copy off-line

(4) Maintain ADRSS tables in conjunction with the DMGCS.

(a) Add for new reports outgoing/incoming.

(b) Add for routing of interfaces from FSOs.

(c) If an error exists, clear the transmission reject file (AFM 177-
370, section 36).

(5) Update CPAS Validation Table I, Il and Data Manager tables (refer
to AFMCM 177-417).

(6) Maintain Interface Parameter File (ZBQIODUNDDA40).
b. FSO:

(1) For CPAS, FSO will update validation table | for BPAC and notify
the OPLOC CPAS Data Manager for other updates required.

(2) Prepare changes to the Military Personnel Expense Table 33.
Contact base military personnel flight/personnel systems management for date
the file is ready for review, associated DESIRE listings and the appropriate file
name. Update the Table 33 with the information required. See AFM 177-370,

section 47, for format of **8"records. Contact personnel systems management
when file is updated.

(3) Contact Business Funds Branch to add or delete OAC/OBANs and
SRANSs for changing the base variable file at the OPLOC (NBQ61X).

c. ANG:
Same as item 3 under FSO.

4. XxTASK: System Security
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Introduction: Focal point for all mainframe applications excluding
hardware/software system security.

a. OPLOC:

(1) OPLOC Director or Principal Deputy Director appoints AISSO for
systems in writing.

(2) Appoint in writing and train TASOs in the following areas: system
security, resource protection, virus protection, etc.

(3) Maintain appropriate security regulations.

(4) Receive supervisor approved DISA Form 41 from OPLOC users
after security manager has signed off for requesting User ID/Passwords. DISA
Form 41 must include:

(a) All required system access (ie. AA, BQ, TQ, etc.)
(b) System access level
(c) Suggested Tech ID if applicable

(d) Indicate terminal access required

(5) Systems Management Office briefs new employees on computer
system security prior to issuing User ID/Password.

(6) Establish computer security training procedures for employees on
use of mainframe applications.

(7) AISSO will implement DMC security policy.

(8) AISSO ensures that no associate has access to more systems or at
a higher level than is required to accomplish his/her duties. Accounting
personnel will not have access to the disbursing systems such as IPC.
Personnel with access to finance, disbursing, and accounting systems could
cause fraudulent payments. Internal control would be seriously compromised.

(9) Systems personnel review daily the security listings provided by
the various systems to ensure that unauthorized access is not attempted. All
security violations are immediately reported to the Division Chief or the
assistant.
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(10) All suspected password compromises are reported to the Deputate
and the password changed for the individual.

(11) Procedures for periodic password changes are established for the
mainframe applications. Passwords for separating, transferring, or retiring
personnel will be changed. Deputates are required to notify the Systems
Management Office when personnel move to a different branch/division.
Systems Management Office personnel must review their USERID for changes
in level of access, privileges, and system access.

(12) The Deputy Director for Finance is responsible for assigning
personnel security in the TZ systems.

(13) Forwards requests for User IDs/Passwords for Depot Maintenance
Systems and JOCAS to the FSO.

(14) Establish recurring resource protection briefing (annually) for all
employees on computer security, software security, viruses, etc.

b. FSO:

(1) Establish TASO with the local base BNCC and OPLOC Systems
Management Office.

(2) Submits all approved DISA Form 41 through local TASO for
mainframe system access.

(3) Report any security violations to the local BNCC/base
communications group or squadron and the OPLOC Systems Management
Office.

(4) Computer users that are locked out for a User ID/Password
violation submit request for reset to Systems Management Office through FSO
TASO or local established procedures.

(5) For FSO controlled Depot Maintenance Systems and JOCAS, the
request is either approved or denied and appropriate follow-up action is taken.
For Non-Depot Maintenance Systems User Ids and Password actions, requests
are forwarded to appropriate offices.

c. ANG:
Same as FSO.

5. XxTASK - Interface Control
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Introduction: Responsible for monitoring all incoming and outgoing interfaces
with coordination from Accounting and Finance Deputates.

a. OPLOC:
(1) Run interfaces as requested.
(2) After customer notification of missing interface file, follow-up with
provider to obtain missing file. Contact the FSO only if the provider cannot be of

assistance.

(3) OPLOC follows up with DMC on out bound interface from CPAS to
BQ, acquisition due in systems, etc.

(4) Verify and validate interface files for DMMIS/FARs (Depot
Maintenance Systems) and schedule pre-processor runs pre-posting batch
processing.

(5) Schedule Financial Inventory Accounting and Billing System
(FIABS) interfaces as required. Reference AFCM 177-24 for input and output
interfaces.

(6) Acts as the ADRSS monitor for the OPLOC.

b. FSO:

(1) When notified by the OPLOC of missing interface, contact the
appropriate base interface provider and determine status of the missing interface
and projected submission of the interface to the OPLOC.

(2) Check for interface occurrence and determines status for and
missing interfaces for the Depot Maintenance Systems.

c. ANG:
Same as FSO.
6. X TASK - File Transfer
Introduction: Provides sufficient file transfer capability for mainframe transfers.

a. OPLOC:
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(1) Provide assistance and training to other functional users to transfer
data files to or from another base, OPLOC or DFAS-DE using DataExpress,
WINGAMPS, SAM, FTP, IPF, etc.

(2) If a file needs to be transferred on a recurring basis, establish
procedures in ADRSS (Search and Move) to handle this requirement. Contact
the DMC ADRSS monitor for assistance.

(3) Documents file transfer requirements and Memorandums of
Agreement between sending and receiving systems.

(4) Provides assistance to functional users in the use of
WINMOOPS/WINGAMPS which are used for creation and processing
transactions into the BQ system.

b. FSO:

(1) Contact OPLOC Systems Management Office for assistance.

(2) Responsible for coordinating and providing file transfer information
for local activities (i.e., CE, MILPERS, Supply, etc.).

(3) Responsible for providing appropriate access to local system.
c. ANG:
Same as FSO.
7. X*TASK - Performance Analysis
Introduction: Performs analysis on Operational Systems
a. OPLOC:

(1) Track and report mainframe downtime cause and resolutions (i.e.
SITREP, DIREP, etc.).

(2) Track and report computer response time for TIP, Demand and
Batch in accordance with local procedures.

(3) Monitor mainframe performance against service level agreement

(SLA) with DISA. Prepare and report performance findings to appropriate
activity.
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(4) Coordinate cause, resolution and projected up time with the FSO
and ANG FSO.

(5) Systems Management Office controls job execution to ensure
optimal system performance.

(6) Console mode deteriorates the tip on-line response time. CONS
privileges should therefore be limited to Systems Management Office and other
required users. Personnel outside the OPLOC will not be given CONS
privileges.

b. FSO:

Report slow response time/downtime to OPLOC Systems Management
Office through local TASO.

c. ANG:
Same as FSO.
8. X TASK - “Ad Hoc” Computer Queries

Introduction: Develop and assist in the creation and maintenance of data
extraction programs and methods.

a. OPLOC:

(1) Receive development request from division/Deputate level
personnel.

(2) CPAS users will develop their own data queries.

(3) Systems Management Office controls user capabilities, access
level, and execution for applicable query applications.

b. FSO:

(1) Users will develop their own data queries and request assistance
for retrieval development as needed.

(2) Must request the availability of applicable query capability (i.e.
weekend, non-duty hours, etc.).

c. FSO:
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Same as FSO.
9. xTASK - Delete Parameter Records.

Introduction: This is used to delete flagged optional product programs that have
not finished (FINNED) properly.

a. OPLOC:
(1) Verify (using CONS) that the parameter to be deleted has error
FINNED and is not currently running. Use an RC (Run Check) command
NTQ*** (program name). Determine the cause of the error and inform functional
OPR of corrective action taken.

(2) If program finned properly, choose Delete Parameter Record
process from Optional Products Sub Menu, Option 1.

b. FSO:

If message Program NTQ***”is running, see AFM 171-390; contact
OPLOC Systems Management Office for corrective action.

c. ANG:
Same as FSO.
C. x COMMUNICATIONS
1. TASK - Local Area Network, Electronic Mail, Focal Point.
Introduction: Administrator for LAN, E-Mail, and WAN.
a. OPLOC:
Appoint a LAN manager for the OPLOC who will:

(1) Establish procedures to issue User IDs/Passwords to
branch/division personnel.

(2) Receive supervisor approved DISA Form 41 from OPLOC users
after security manager has signed off.

(3) Provide training to employees on the use of the LAN and LAN
security.
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(4) Ensure that LAN passwords are changed on a regular basis.

(5) Ensure that backups of the LAN system are accomplished on a
recurring basis, and will contact FSADE for LAN guidance.

(6) Coordinate LAN equipment requirements. Obtain new/additional
equipment to meet mission requirements, to include cables, boards, software,
servers, and tape/disk backup devices.

(7) Load/maintain approved software on the file servers and monitor
software usage to preclude software licensing violations.

(8) Consolidates firewall protocols and submits to applicable EMO.
(9) Monitors ELAN performance.
b. FSO:
If FSO has LAN connectivity, follow established local procedures.
c. ANG:
Same as FSO
2. XTASK - Telecommunications Focal Point
Introduction: Serves as office of primary responsibility for all current and new
telecommunications issues (voice and data). All billings related to
telecommunications issues will be controlled and certified by the Directorate of
Administration.
a. OPLOC:
(1) Maintains voice network where applicable.

(2) Video Teleconferencing (VTC).

(3) Electronic Data Management (EDM) - imaging
where applicable.

(4) Electronic Data Interchange (EDI) where
applicable.

b. FSO:
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Follow established local procedures.
c. ANG:
Same as FSO.
3. XTASK - System Security

Introduction: Focal point for all hardware/software system security excluding
main frame applications.

a. OPLOC:

(1) Appoint Alternate Information System Security Officer (AISSO) for
systems in writing.

(2) Appoint in writing and ensure Terminal Area Security Officers
(TASOs) are trained annually on system security, resource protection, virus
protection, etc.

(3) Accountable equipment is centrally controlled by the Administration
Deputates Primary Property Custodian, via DFAS-DE/CWLS. Recommend that
an alternate property custodian for the Systems Management Office be
established to work with the primary property custodian in developing an ADPE
sub-account to better serve the ADPE inventory requirements.

(4) Establish microcomputer software inventory. Control software by
any method you deem appropriate. Document methodology used to maintain
software inventory and forward a copy to DFAS-DE/M.

(5) In conjunction with the administration Deputate primary property
custodian, establish an ADPE sign-out procedure for equipment being repaired
off-site or lap top computers being taken on TDYSs.

(6) Establish computer security training procedures for employees on
use of microcomputers, LAN, terminals, and appropriate software.

(7) Establish recurring resource protection briefing (annually) for all
employees on computer security, software security, viruses, etc.

(8) AISSO will establish PC security policy, i.e., BIOS passwords,
screen savers, etc.

(9) AISSO establishes user profiles.
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(10) Establish system security for FTP host.
b. FSO:

(1) Establish Terminal Area Security Officer (TASO) with the local
base BNCC and OPLOC Systems Management Office.

(2) Coordinate the following items with the base communications
group/squadron/base network control center. Follow Air Force directives:

(a) Software inventory.

(b) ADPE inventory.

(c) Hand receipts of equipment being repaired/taken TDY.
(d) Terminal security training.

(e) Resource protection.

(3) Coordinate with Systems Management Office for access to OPLOC
managed system, i.e., On Line Report Review (OLRV)

c. ANG:
Same as FSO.
4. X TASK - Small Computer Requirements Analysis.

Introduction: Responsible for ensuring all personnel have adequate small
computer hardware and software.

a. OPLOC:
(1) Deputates identify their needs to systems division.

(2) Chief, Systems Management Office reviews needs and identifies
small computer equipment/software to fill the need.

(3) Requisition all small computer hardware/software to fill
requirements.

(4) Before setting up equipment and installing software, ensure it has
been bar coded with applicable property identification.
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(5) Assists and coordinates training of employees on equipment and
software.

(6) Coordinate with ADMIN on the implementation and maintenance of
the life cycle replacement program.

b. FSO:

(1) Use local base procedures to requisition new small computer
equipment and software. Subsequent to purchasing any equipment connecting
to a DFAS owned system, coordinate with your MAJCOM and DFAS-DE/M.

(2) Upon receipt, set up equipment and install software.

(3) Provide training on new equipment/software.

c. ANG:
Same as FSO.

5. XxTASK. File Transfer

Introduction: Provide sufficient file transfer capability for other than main frame
transfers.

a. OPLOC:

(1) Chief, Systems Management Office determines FTP host
establishment with coordination from deputates.

(2) Provide firewall protocols through local LAN manager to applicable
Enterprise Management Office (EMO).

b. FSO:

(1) Responsible for providing FTP client information to Systems
Management Office.

(2) Follow local procedures.
c. ANG:
Same as FSO.

6. X TASK - Small Computer Technical Support.
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Introduction: Systems Management Office serves as the OPLOC PC
Maintenance Field Technicians.

a. OPLOC:

(1) Perform microcomputer diagnostics and preventive maintenance
on all equipment not on a preventive maintenance contract.

(2) Assure that preventative maintenance contract is in place on
equipment of high value. Work with Administration Deputate and DFAS-DE/M
on what equipment should be on contract.

(3) Follow established procedures to have micro computers repaired.

(4) Use established policies for hand receipts on equipment leaving
the building for repair.

(5) Systems Management Office Field Technician or Contractor are
the only authorized personnel to connect/disconnect PC$ and peripheral
equipment.

b. FSO:

(1) If your base has a small computer maintenance contract, contact
the local base communications group/squadron for required service.

(2) Use hand receipts on equipment leaving the office.
c. ANG:
Same as FSO.
7. XTASK - Performance Analysis
Introduction: Perform analysis on communication connectivity.
a. OPLOC:
(1) Track NIPRNET and Local Network performance.

(2) Help Desk or Systems Management Office submits and tracks
Action Request System (ARS)/remedy ticket.
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(3) Track telecommunications work order status and completion.
Inform appropriate branch/division supervisors as to the expected completion
date.

(4) Track computer/communications performance contracts to measure
exceed/not met standards. Prepare documentation to contracting officer as
required to report performance of contractors.

b. FSO:

No action required.
c. ANG:

No action required.

8. XTASK - Provide Communications Systems Management.

Introduction:
- Plan and direct implementation of new revised communications systems.
- Provide technical guidance for communications systems maintenance.
- Develop/recommend local communication systems enhancements.

a. OPLOC:

(1) Receive notification from EMO for new/upgrade communication
system changes/enhancements. Pass information to deputates on action
required.

(2) Discuss any special actions that are required to be performed prior
to communication system changes/enhancements.

(3) Ensure any special equipment/software to support the new
programs is purchased and installed by the communication system
changes/enhancements implementation date and placed on the appropriate
property records.

(4) Answer all questions from OPLOC personnel on communications
system support.

(5) Serve as the technical expert on communications software/program
problems.
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(6) Coordinate enterprise network availability with the appropriate
EMO, including weekend/holiday schedule and ELAN downtime for preventive
maintenance/communication system changes/enhancements.

(7) Coordinate telecommunications availability with appropriate
provider.

b. FSO:
Follow established local procedures.
c. ANG:

Same as FSO.
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*ATTACHMENT 1

LABELING AND INDEXING ELECTRONIC RECORDS

1. Floppy disk paper jacket labels or optical disc labels should include the
originating office symbol, title, beginning and ending dates, what software was
used to create the records, and on what equipment it was produced.

2. Computer magnetic tape container labels or optical disc container labels
should include the volume/serial number, the name of the program office
sponsoring the data, and data set name(s). ldentification of any access
restrictions should be included on any external label.

3. Document, file, and directory naming conventions (internal labels) should be
simple, understandable, and standardized so that users can find and use
information stored on disks or tapes.

4. Retention/disposition of electronic records is governed by AFI 37-138, and/or
the General Records Schedule until the DFAS Schedules of Disposition have
been approved by the National Archives and Records Administration.
Therefore, electronic records, with their physical location, must be identified on
an approved file plan in order to keep abreast of their location and
retention/disposition.

MEDIA CARE

1. Back up the files and documents, preferably after every update. Retain the
back up in an approved off-site storage area separate from the location of the
records that have been copied.

2. Prohibit the use of floppy diskettes or optical discs for exclusive long-term
storage (20 to 25 years) of permanent records; the acceptable format for
transferring permanent electronic records to the National Archives and Records
Administration is magnetic tape or cartridge. Temporary storage of permanent
records on floppy diskettes or optical discs is acceptable, as is the use of them
for reference purposes.
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3. Keep disks and tape drives clean and give them periodic preventive
maintenance.

4. Keep disks and tapes away from strong electrical or magnetic fields.

5. Do not touch the recording surfaces of floppy diskettes or optical discs, do
not fold or bend them, and do not write on the paper jacket.

6. Do not touch the recording surfaces of floppy diskettes or optical discs, do
not fold or bend them, and do not write on the paper jacket.

7. Keep food and drink away from storage media as well as equipment.

8. Store floppy diskettes, tapes, or optical discs in a vertical position in a
storage container.

9. Store floppy diskettes or optical discs under normal office conditions, taking
care to avoid extreme fluctuations of temperature or humidity.

10. Ensure that information is not lost due to changing technology or
deterioration by converting storage media to provide compatibility with the
current hardware and software. Before conversion to a different medium,
agencies must determine that the authorized disposition of the electronic records
can be implemented after conversion.
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CHAPTER 5
ACCOUNTING:
OPERATIONS DIVISION

A. BUSINESS FUNDS BRANCH.
1. TASK - Indicative Data Loads/Target Loads
Process Project Fund Management Record (PFMR) Function Codes, Targets, and
indicative data changes to update accounting information in Standard Base Supply System
(SBSS), Medical Materiel Accounting System (SMAS MEDLOG), FIABS, SCID (DO35K)
and System Designator for the General Accounting and Finance System (base level) (BQ).
a. OPLOC:

(1) To update accounting information in SBSS:

(@) Receive request for new PFMR or change to indicative data in current
PFMRs.

(b) Assign a control number from site control log.

(c) Enter data using the 1PF screen (340) in the SBSS on-line system.
(Reference DFAS-DE 7077.10-M.)

(d) Use the ORG screen as described in DFAS-DE 7077.10-M to make
RC/CC or ESP code changes.

(e) For current year accounting classification changes in SBSS, process
1B1 and 1B2 transactions to retain prior year accounting data (DFAS-DE 7077.10-M).

(2) To update accounting information in SMAS MEDLOG:

(@) Receive request for new PFMR or changes to indicative data in
current PFMRs.

(b) Assign a control number from the medical control log.
(c) Forward a copy of request to Medical Logistics (MEDLOG).
(d) Using Microcomputer On-line/Off-line Processing System (MOOPS),

prepare an AMA transaction as described in AFM 177-375, attach ment A-1, to upload in
the next Medical Daily run.
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(e) Forward RC/CC or ESP code change request to MEDLOG for
processing.

(3) FIABS:

(@) Receive request (funding document) for new Function Codes or
changes to indicative data elements in current Function Codes. Function codes will be
assigned in accordance with AFMCM 177-24.

(b) Assign a control number from the site control log.

(c) Using the PBIA (Base Master Organizational File) pane | in the FIABS
on-line system, enter all appropriate data. All function codes that reference fund code 30
will be assigned an E record (expense record) generation flag of "Y" to ensure proper
reporting of obligations and expenses to BQ (reference AFMCM 177-24).

NOTE: Any changes to SBSS/SMAS MEDLOG/FIABS must be coordinated with FSO so
BQ can be updated.

(4) SC&D (DO35K):

(@) Receive request (funding document) for new Function Codes or
changes to indicative data elements in current Function Codes. Function codes will be
assigned in accordance with AFMCM 177-24.

(b) Assign a control number from the site control log. When establishing
new function codes, the control number should be the same one used to update FIABS.

(c) Accessing the IUTB panel (D035K) in the FIABS on-line system, enter
all appropriate data (reference AFMCM 177-24).

NOTE: Under no circumstances will any organization other than the OPLOC establish or
modify function codes in either FIABS or DO35K. Failure to follow this policy may result in
possible fraud or potential over obligations. Separation of duties must be adhered to since
DoD policy basically states that those that have the power to spend the funds may not load
the funds.

b. FSO:

(1) Receive request for new PFMR Function Code, Materiel Acquisition
Control Record (MACR) load, PFSR (Procurement Funds Summary Record) load, or target
load from customer:
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(&) New PFMR and Function Code or changes to existing PFMRs and
Function Codes, and PFSR load:

1 \Validate requests and compare to RC/CC coding package for
accuracy of indicative data.

2 Forward to the OPLOC.
(b) Target/MACR loads:
1 Assign a control number.
2 Load targets using ORG screen.
3 Load Investment MACR using MAC screen (349).
4 Load Stock Fund MACR (332) using MAC screen 484.
5 File applicable documents.
(c) Target/MACR loads - DO35K:
1 Assign a control number.

2 Load Stock Fund MACR by accessing FMIA panel (D035K) using
the FIABS on-line system.

3 File applicable documents.
c. ANG/Rome Lab:
(1) Receive request for new PFMR, load, or target load from customer.
(2) New PFMR or changes to existing PFMRs:

(@) Validate requests and compare to RC/CC coding package for
accuracy of indicative data.

(b) Forward to the OPLOC.
(3) Target:

(&) Assign a control number.
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(b) Load targets using ORG screen.
(c) File applicable documents.
2. TASK - Audit SBSS Daily Products

Perform required audits and make applicable corrections and distribute products in
accordance with DFAS-DE 7077.10-M.

a. OPLOC:

(1) D04 (ORG Code 001-099 only).

(2) D07, End-of-Day IMR and GLA Update (Section 7).

(3) D08, Materiel Acquisition Status Report (Section 8).

(4) D11, Daily PFMR/OCCR Reconciliation (Section 10).

(5) D12, A&F End-of-Day Punch-out (Section 6 and 10).

(6) D32, Stock Fund FIA code listing (Section 16).

(7) D29, LP & MILSTRIP Payment & Summary List (Section 15).
b. FSO:

(1) Verify fund authorization amounts shown on Part 2 of the D08 are in
agreement with GSD funding authorization documents received (DFAS-DE 7077.10-M).

(2) Determine if actual obligations and commitments shown in part 2 of the
D08 agree with DBOF General Ledger. Share this responsibility with the Funds Manager.

c. ANG/Rome Lab:

Same as FSO.

3. TASK - Audit SBSS Monthly/Quarterly Products.

Perform required audits and make applicable corrections and distribute products in
accordance with DFAS-DE 7077.10-M.
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a. OPLOC:
(1) MO1, Stock Fund on Order, Intransit, Payable list (Section 17).
(2) MO3, Organization Cost Center Reports (Section 18).

(3) MO5, PFMR hilling products (Section 19). (Accelerated billings per DFAS-
DE 7000.8-R).

(4) MO7, Major Appropriation-Funded Investment MACR Status Report and
Reconciliation List (Section 20).

(5) M12, A&F End-of-Month Punch Out (Section 22).

(6) M17, Monthly Equipment-In-Use General Ledger update (Section 23).
(Requirement Deferred per DFAS-DE/ANBL guidance pending SBSS system change.)

(7) M18, Stock Fund Inventory Management Report (Section 24).
(8) M28, Aviation Fuels Billings Give to BFMO.

(9) M33, Materiel Output Processor (Section 28).

(10) M35, Project Fund Management Report. (Section 29)

(11) M36, Organization Cost Center Record Reconciliation and Due-Out
Reports. E and R transactions (Section 30).

(22) M37, LP and MILSTRIP Follow Up List (Section 31).

(13) Project Fund Management Record/Organization Cost Center Record
(PFMR/OCCR) Directory (Section 34).

(14) QO03, A&F Equipment In-Use and Reimbursement Investment. Receives
annotated Q03 from base supply (Section 32).

(15) QO06, Investment Inventory Reconciliation (Section 33).
b. FSO:
Monthly, reconcile funding authority and commitment documents to the MO?7.

c. ANG/Rome Lab:
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Same as FSO to include: monthly reconcile issues and obligations to the

MQO3.

4. TASK - Audit Medical Products

Perform required audits and make applicable corrections and distribute products in
accordance with AFM 177-375.

a. OPLOC:

(1)
)
©)
(4)
(5)
(6)
(7)
(8)
9)

C1A, PFMR/CCR Status and Reconciliation (Section 16).
C1Z, Medical Materiel Accounting System output (Section 16).
C2A, Project Funds Management Record list (Section 13).
C3P, Claims Receivable/Payable Records (Section 14).

C3W, On Order - Intransit and Payable Listing (Section 14).
C6B, General Ledger Summary Listing (Section 12).

F1A, Cost Center List (Section 11).

F2A, Procurement Funds Summary Record List (Section 10).

F3A, Cost Center Due-Out Reconciliation Adjustment List (Section 9).

(10) F3B, Cost Center Due-Out Reconciliation Exception List (Section 9).

(11) FAA/FAB, Disk file print (Section 17).

(12) NOO, MEDLOG A&F Reconciliation Report (Section 19).

(13) M1D, Transaction Error List (MEDLOG) (Section 6).

(14) M1F, Daily Transaction List (Section 6).

(15) ML1S, Suspended Transactions (Section 6).

(16) M2D, MEDLOG and SMAS MEDLOG Unmatched Data in Records

(Section 7).

(17) M2E, PFMR/Cost Center/Due-Out Change List (Section 7).
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(18) R7B, GLA Transaction Update (Section 18).
(19) R7C, Processing Control Report (Section 18).
(20) M2A, Daily Update MEDLOG (Section 7).
(21) Y04, BMSO/BAFO Financial Reconciliation List (Section 15 worksheet).
(22) C3B, Excess to DPSC (Section 14).
(23) C3Y, Summarized General Ledger Entry (Section 14).
(24) CA4A, Medical Materiel Management Report (Section 15).
(25) Compare BUM and B3L to R7B (Section 18).
(26) BUM, MILSTRIP Payment List (Section 8).
(27) B3L, LP Payment List (Section 8).
(28) B3B, DLA Excess Status Deletions (Section 8).
b. FSO:
(1) Print and distribute C1A to MEDLOG dalily.
(2) Print and distribute C4A when produced by the OPLOC.

(3) Monthly, reconcile authority and commitment documents to the C3W (AFM
177-375, section 14).

c. ANG/Rome Lab:

Same as FSO, if applicable.
5. TASK - Materiel Expense Interface (SBSS/SMAS MEDLOG)

DBOF purchases, expenses and obligations are initially incurred/recorded in the supply
systems (SBSS and SMAS MEDLOG). To record these expenses and obligations in
GAFS, interface ‘expense” transactions produced by SBSS and SMAS MEDLOG. The

GAFS NBQIOO program matches the expense transactions to FSR/PSR records through a
batch process and then processes them as a pseudo input. FSRs and PSRs must be
coded with PC code of ZB”or ZM"for expense transactions to match up.
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a. OPLOC:

ASSUMPTION: Systems Administration Division assigns individual SUB-PC code for each
base interface.

(1) Coordinate scheduling of interface with Accounts Management and Recon
Branch (M36/M03 SBSS and C1C SMAS MEDLOG optional run - mandatory at End of
Month).

(2) View ABQI5L batch processing listing for rejects. Request addresses from
Accounts Management and Recon Branch and input corrections to the reject file. Access
the reject file with *GET IREJ, correct record key numbers for the rejected transactions and
notify Accounts Management and Recon Branch to rerun 100 using option 800 and Pseudo
(AFM 177-370, section 49).

(3) View NAPP40 Pseudo remote listing; identify and correct rejected transac-
tions.

(4) If rejects require changes to PFMR/ORG records, obtain and process
correct information from Accounts Management and Recon Branch.

(5) At EOM the M36/M03 and C1C will also produce R”transactions to be
used for NBQEG0 reconciliation.

(6) The SMAS MEDLOG C20 and the SBSS MO05 (PFMR Billings) and M33
(Non-PFMR billings) will create ‘S” and Z” transactions to interface in BQ. The ‘§”
transactions update Accounts Receivable on the trial balances. The OPLOC sends any
rejects on the interface (ABQI5L/I00) to Reports Branch for correction. The Z’transactions
update the General Funds General Ledger (GFGL). The M28 (AVFUELS) will also
produce ‘S’transactions to interface at EOM.

b. FSO:
No Responsibilities.
c. ANG/Rome Lab:
Same as FSO.
6. TASK - Supply/BQ Reconciliation

Balance obligations, expenses and targets in SBSS/SMAS MEDLOG with the BQ system.
Use individual site code or identifying data for each base interface.
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a. OPLOC:

(1) Coordinate scheduling of NBQE60 program after each interface with
Accounts Management and Recon Branch.

(2) Research out-of balances (AFM 177-370, chapter 48). Make corrections
of obligations at the DSR level. Obtain correct DSR from ODL. Numerous out of balance
conditions could reflect duplicate or missing interfaces.

(3) Prepare the reconciliation lists in six sections:

(@) Section A -- Current Fiscal Year Matched Records. For matched
records (when an "R" record matches a PSR). When everything matches (accounting data
in the PSR plus targets, expenses, and UOO), only a total line for each MFP within an
OBAN is printed. If the accounting data matches but expense or obligation dollar amounts
do not match, then the "R" transaction amount, the PSR amount, and the difference prints.
The difference amount always prints as a positive amount as the error could be either in the
"R" transaction or the PSR.

(b) Section B -- Current Year Unmatched R Records. This section prints
when "R" records are input that do not match a PSR in the BQ System. This means that
you have an OCCR loaded in the SBSS (or a CCR in the SMAS MEDLOG) with some data
loaded which does not match exactly with the data loaded in any PSR. You should also
have received rejects on the interface of the "E" card images which were identified as
"NPS". Review these records with Accounts Control to determine which data are incorrect,
the PSR data or the OCCR and PFMR data, and correct the applicable data records. Also
check Section C - Current Year Unmatched PSR, to see if you can match this detail. It may
have some transposed numbers in the detail.

(c) Section C -- Current Year Unmatched PSR. This section prints when
a PSR is loaded containing SMA Code Z and a Sub-SMA Code matching one of the SRAN
Linkage Files (61C). Anything appearing on this list could have been input manually when
someone was trying to correct something. Check the selective transaction history lists for
each month to determine if there was manual input over a remote. Normally, updates to all
of the detail PSRs should be by "E" transaction interface and batch processing. Also check
these details against details in the Section B list and look for transposed numbers in the
data.

(d) Section D -- Prior Fiscal Year Matched Records. All data and use are
the same as for section A, except that this section applies to PFY records.

(e) Section E -- Prior Year Unmatched R Records. All data and use are
the same as for section B, except that this section applies to PFY records.
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(H Section F -- Prior Year Unmatched PSR. All data and use are the
same as for section C, except that this section applies to PFY records.

(4) To balance prior year, use the same procedures outlined for current year
with the exception of R record validation, which may require 1B1/1B2 inputs to supply.
Reference DFAS-DE 7077.10-M.

NOTE: Input corrections into BQ or applicable supply system.
b. FSO:
Assist the OPLOC resolving out of balance conditions as required.

c. ANG/Rome Lab:

Refer to Chapter 5, section A, task 9 - Coordinate Interfaces Reject Processing
and Balancing MAFRs 9.

7. TASK - AVFUELS Processing (M28)

All duties performed by the Base Fuel Management Office.

a. OPLOC:
No action.
b. FSO:
No action.

c. ANG/Rome Lab:
No action.
8. TASK - Reclaimed Fuel
Processing of credit for contaminated aviation fuel.
a. OPLOC:
(1) Receive letter from Base Fuel Management Office.
(2) Load PFMR if not already loaded.
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(3) Prepare and process ORG and PRJ inputs as requested.
(4) File letter.

FSO:

No Action.

ANG/Rome Lab:

No action.

9. TASK - Sale of Bulk Fuel to Army/Air Force Exchange Service (AAFES).
Overseas only

a. OPLOC:

C.

(1) Receive notification from BFMO when sales are made.
(2) Comply with DFAS-DE 7077.10-M.

(3) Process SMR inputs if appropriate.

(4) File documentation.

FSO:

No Action.
ANG/Rome Lab:

No action.

10. TASK - Review Open Document Listing (Business Operations Fund).

Monthly reconciliation of ODL with hardcopy documents and SBSS/SMAS MEDLOG.

a.

OPLOC:

(1) Request ODL after processing EOM SFs 1080, establishing outgoing bills,

and before processing next month's interface.
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(2) Review ODL for remaining unliquidated balances and correct out of
balance conditions identified by Accounts Receivable.

(3) Make appropriate adjustments in the applicable system and audit manage-
ment notices to insure accuracy.

(4) Reconcile all non-interfaced GSU funding documents to ODL (i.e. AF 616,
AF 406, AF Form 1269 etc.).

(5) Reconcile investment funds hardcopy source documents to M07, C3W,
and ODL (Fund codes 17, 29 - mission funds, and 54). Reference DFAS-DE 7000.4-R.

(6) Research and make corrections to GAFS and/or applicable supply system.
b. FSO:

(1) Monthly, reconcile funding authority and commitment documents to the
MO?7.

(2) Make corrective action to the MO7 or allotment ledger.

(3) Load annual and quarterly funding authority and commitments for
investment equipment items (applies to both GAFS and Supply Systems).

c. ANG/Rome Lab:
Not applicable.
11. TASK - Fuels Sales Analysis Report M27 (Reference DFAS-DE 7077.10-M)

NOTE: THIS REPORT HAS BEEN DISCONTINUED. THIS TASK WILL BE UPDATED
IN CHANGE 4.

a. OPLOC:

(1) View M27. Reconcile dollar totals in part one to DBOF supply manage-
ment division trial balances (FC 61).

(@) Research source of difference.
(b) Forward copy or transmits via autodin to Kelly AFB NLT 4th workday.

(c) Print and forward copy to applicable BFMO.
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(2) Receive copy of fuels sales analysis/M34 reconciliation from BFMO (host
base and Operating Locations) and assist BFMO in researching differ ences.

b. FSO:
No action.

c. ANG/Rome Lab:
No action.

12. *TASK - Trial Balance Defense Working Capital Funds (DWCF). (Reference
DFAS-DE 7077.4-M and Handbook for Base Level Materiel Accounting, Prepared by
DFAS-DE/ANBL.)

Standard Materiel Accounting System (SMAS) Trial Balance is the result of interfaces from
the supply systems, posting with GLA updates from Journal Vouchers, and data extracted
from the J3A and 13A tapes from the BQ system. DFAS-DE 7077.4-M is the manual which
covers trial balance preparation.

a. OPLOC:

(1) Generate trial balances after all SBSS, SMAS MEDLOG, FIABS, and BQ
interfaces are processed. Using Daily transaction history from BJ system, validate interface
transactions.

(@) GV (SBSS) System:

1 Daily DO7 - (Repairable Support Division, Fund Code 64 only). If
any sequence numbers are missing, supply must recover the file for that particu lar days
business.

a Dally correct rejected transactions in the reject file per instr uc-
tions in attachment 3 of DFAS-DE 7077.4-M.

b For TRIC codes not reflected in attachment 3, DFAS-DE
7077.4-M, contact funds management section (SBSS) for corrective action.

2 MO05/M28/ M33:
a GLA transactions should appear on the Daily Transaction

History (BJ System) immediately following accelerated billing processing. Go into the BJ
System to the GLI screen; inquire GLA 400 (Sales) and GLA 555 (Returns) for net change
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and compare that total to the summary total on the MO05. If differences occur, verify the
details on the Transaction History to the details on the MO5.

b End of Month: Do the same procedures as stated above
except: Before you begin, you must go to the interface reject file and change the Julian
date equivalent to fiscal year and month to the action date. Input action code A and
transmit the screen (reference DFAS-DE 7077.4-M). Reprocess the rejected EOM
Interface. Once this has been accomplished, do steps in #1 above.

¢ Accounts Receivable details are passed to the BQ System by
"S" transactions interfaced after batch processing of the M05, M28, and M33 at mid month
and end of month. Accounts Receivable values are updated when the J3A EOM tape and
13A tape containing details backdated to EOM are requested on the IPT screen.

3 M12 - Contains Inventory update created during EOM processing
for SBSS. Verify that all details are interfaced to the BJ System. (Reference of DFAS-DE
7077.10-M.)

4 M18 - Contains Inventory Management Reconciliation details
which are used to create the IMR report requested on the RPT screen. (Reference DFAS-
DE 7077.10-M):

a After running IMR reconciliation, create JV to put into BJ
System if necessary, based on the M18 accounting adjustments.

b Any adjustment over $10,000 or 1/2 of 1% of the ending
inventory balance must be researched and coordinated with the Stock Fund Manager and
footnoted on the Trial Balance.

5 M1l - File created in SBSS contains due-out update and
reconciliation details to GLAs 910, 911 and 920. This file is interfaced when the report
select code (DRL) is entered on the RPT screen.

6 MO02 (FC 64) - Contains inventory reconciliation between supply
and the BJ system, and creates the adjustment to bring the two in balance. This is
interfaced when the report select code (IRL) is entered on the RPT screen.

7 M27 (Fuels Sales Analysis) - This listing is used to reconcile
differences in Fund Code 61, between aviation and ground fuels.

(b) BV (SMAS MEDLOG) System - Ensure that GLA transactions from
the C1Z listing have interfaced into BJ and "S" transactions have interfaced into BQ.

(c) DO035J (FIABS):
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Perform the following task prior to submission of trial balances which
are supported by FIABS.

1 Ensure that all prior month interim journal vouchers have been
reversed (ex. journal vouchers used to clear GLAs 400/99 and 500/99, etc). Process these
reversals as current reporting cycle adjustments through FIABS. Do not process these
reversal journal vouchers into SMAS. FIABS will interface all current reporting cycle journal
vouchers to SMAS as part of its monthly interface. Prior end of month (PEM) adjustments
are never interfaced to SMAS. They only affect FIABS balances.

a Ensure cumulative balances are the same in FIABS and
SMAS (exceptions 115 and 612 since collections are not interfaced from BQ into FIABS).
Therefore, all Journal Vouchers should be processed in FIABS for the current reporting
cycle. REMEMBER: The data in FIABS is being used for tracking of obligations, sales and
credit returns for Unit Cost Resourcing (COD) - All transactions for RSD and SSD will be
accumulated daily by fiscal year, fiscal month, inventory category code, accountable SRAN,
general ledger account, sales code, materiel category code/source of supply and materiel
program code. This data may be viewed daily thru the new ATMK panel (COD Unit Cost
Resourcing Data) for information pertaining to the local ALC. Monthly, all ALC data will be
combined at WPAFB after each ALC has run their post end of month closing (i.e., this will
show the ALC's position).

b Validate that the FIABS "S" records have been interfaced into
BQ; all outstanding rejects have been corrected; and that the J3A and 13A interfaces have
been processed into SMAS. The result of these interfaces will establish "F" balances and
updates to GLAs 1115XX, 40099. GLA 11501 should equal current month net sales
unbilled (EOM A-D035J-401-DA-L01). Listed below are some exceptions you will have to
review:

1 FMS sales (SC 73) will update 170.01XX. It will not
update your 115.01 SC 73 until the following month that SAMIS interfaces with BQ/BJ.

2 Non-Air Force FMS sales (SC 80 & 81) without the actual
shipment confirmation will update 170.01XX for General Support and Systems Support
Divisions and 170.03 for Reparable Support Division. On confirmation of shipment, an
ARO or BLO will process and create the following updates:

DEBIT CREDIT
115.01 SC 80/81 170.01XX/170.03

3 Suspended bills will update GLAs in the accounting
period bill details are processed into FIABS, not when bill is unsuspended. Therefore,
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need to reconcile account for suspended bills by using PT Il of Accounts Receivables
Control List that reports detail records that have "s" (suspended) status.

4  Unaged/uncollected bills from previous month.

5 Probable causes for out-of-balances:

Wrong J3A/13A tape used for interface

- "S" transactions rejected -- 40099 should have a
balance until corrected.

- ZJB10406 (Stock Fund Receivable Activity) FIABS
Interface "S" transactions missing.

- Incorrect update to BQ.
--  Collections not posted to correct detail.
-- Incorrect amount posted.

- Journal Vouchers to zero GLAs 40099 or to bring
GLAs 400/505 into balance.

NOTE: The J3A and 13A interfaces from BQ may also result in updates to GLAs 40099
and 612 for collections and GLAs 50099 and 613 for disbursements.

¢ Validate that the FIABS 'GLA' records have been interfaced
into SMAS.

d Validate that the SMAS monthly net changes and cumulative
balances agree to the FIABS end of month Stock Fund General Ledger Summary (Part 1 of
A-D035J-401-DA-L01).

e *Using the FIABS Reconciliation Summary List (A-D035J-
101-MO-L35), prepare permanent journal vouchers into SMAS for required adjustments as
listed on this product. This journal voucher will be input into SMAS for the current reporting
cycle. No journal vouchers are required to FIABS since the reconciliation process
automatically updates the end of month position for these GLAs and rolls this data forward
into the current processing day. For those stock numbers that have a research required
flag equal to Y’ perform and document required follow-up action taken in accordance with
the FIABS DRAFT Users Manual, Chapter 8. It should be noted that the ability to research
reconciliation required transactions are time limited both in FIABS and the Supply systems.
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The DAO/OPLOC should request assistance from DFAS-DE/AAA with difficult, recurring,
or other reconciliation items that may indicate possible system problems.

*Using the FIABS Ending Balance List (A-D035J-201-MO-L19), inquire through the FIABS on-line GLSA
panel to reconcile the Ending Balances List to the FIABS balances. If any differences exist for any reason
other than known journal vouchers, process permanent prior end of month (PEM) journal vouchers into FIABS
through the GLSB panel. This will ensure that the FIABS balances agree with the Ending Balance List
(subsidiary ledger to inventory accounts). Process current reporting cycle journal vouchers into SMAS for the
same changes.

f *Using the FIABS DATA/REPORTER Intransits From
Procurement, prepare interim journal vouchers for both FIABS (PEM adjustments) and
SMAS (current reporting cycle) based on the dollar amounts reported on the DATA/
REPORTER. These journal vouchers will be used for MSD stock fund only. Prepare
journal vouchers using the following entries:

Debit GLA Credit GLA Price
931/02 951 Cost Price
940/01 952 Standard Price
140 510 Standard Price
500/05 200/05 Cost Price

NOTE: Where a MC/SOS is required for the general ledger account, use your local
MC/SOS.

a4 *Using the Unfilled Customer Orders Listing (A-D0O35B-1L2-
M1-GDF for MSD and 3L2-M1-GDF for GSD) prepare interim journal vouchers for both
FIABS (PEM adjustments) and SMAS (current reporting cycle) based on the dollar amounts
reported on this product. This data is to be used only for wholesale SRANs. Prepare
journal vouchers using the following entries:

Debit GLA Credit GLA
910/03 920

*NOTE: Where a MC/SOS is required for the general ledger account, use your local
MC/SOS.

h  *Using the dollar value for GLA 115/01 (sales code 73) in
SMAS that was interfaced from the J3A (EOM) and 13A (corrections) tapes from BQ or the
25th Calendar day SAMIS product ‘Data Base Transfer List” (U-W002-HGE), prepare
permanent journal vouchers for both FIABS (PEM adjustments) and SMAS (current
reporting cycle) to record the decrease to GLA 170/01 for Air Force FMS 'S’ records. This
data is to be used only for wholesale SRANs. Prepare journal vouchers using the following
entries:
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Debit GLA Credit GLA Division
FIABS 115/01 170/01/AA GSD
FIABS 115/01 170/01 MSD
SMAS 400/99 170/01 GSD/MSD

*NOTE: Where a MC/SOS is required for the general ledger account, use your local
MC/SOS.

i *Commitment, Obligation and Expenditure data in the trial
balance are from an automated interface from CPAS. FIABS trial balance commitments,
obligations, and expenditures should be verified against the CPAS 2D4, 5, 6, and 8
products. Any differences should be researched and appropriate corrective action taken. If
any outstanding transaction errors exist, process interim journal vouchers to both FIABS
(PEM adjustments) and SMAS (current reporting cycle) to bring them into agreement with
CPAS (reference FIABS User Manual Chapter 8, and FIABS).

] Reconcile GLA 612 and 613 to RCS: HAF ACF(M) 7113.

k  *Prepare Journal Voucher in SMAS for the Retail SRANSs for
Material Support Division (MSD) (FC64) to record Undelivered Orders Outstanding. A
manual JV is required since there is no interface. The product being used in a Data Report
(Reference FIABS User Manual Chapter 6 and FIABS CBT - FIABS Tasks - JV Prep). The
entries are as follows:

Debit Credit
961 941

NOTE: Remember to reverse out prior month's Journal Voucher.

| Research on GLA 50099. Probable causes for out-of-
balance:

1 1 RNB/BNR deletions.
2 Payment rejects not cleared:

a IfRNB on file
DR GLA 200xx CR 50099.

b If BNR onfile

DR GLA 50099 and GLA 510
CR GLA 500xx and GLA 140.
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¢ If no Detalil on file
DR/CR GLA 500xx and CR/DR GLA 50099.

d Reverse GLA adjustment during next month and
(2) Stock fund trial balance report products are produced as a result of
processing IPT Input/output Interface Control transactions and RPT Report Request
transactions for each fund code/SRAN combination with report code EOM into the SMAS
Creating IPT/RPT screens. Request Flash Report and pass output to Financial Statement
and Reports Branch (reference DFAS-DE 7077.4-M).
(3) Correct errors and resolve discrepancies:
(@) Must zero balance 40099/50099 (reference DFAS-DE 7077.4-M).
(b) Debits must equal credits.
(c) Proof of accounts must be in balance.
(d) Ensure that GLA balances in the trial balance agree with on order-
Intransit and payable listing (MO1 and C3W) for these accounts: 15502, 15512, 200XX and
26005 (reference DFAS-DE 7077.4-M).

(e) M27 Fuels Sales Analysis Report is used to resolve out of balance
conditions between ground fuels and aviation fuels (reference DFAS-DE 7077.10-M).

(H Reconcile Accounts Receivable to ODL (reference DFAS-DE 7077 .4-
M.)
(g) Reconcile GLAs 612/613 to RCS: HAF ACF(M)7113.

(h) IMR/GLA reconciliation must reflect all zeros in the differences col umn
(reference DFAS-DE 7077.4-M).

(i) Process general ledger update into SMAS.

() Produce and submit final trial balance reports by the 7th workday
(reference DFAS-DE 7077.4-M).

(k) Prepare DBOF checklist in accordance to DFAS-DE directives.

() Conduct additional detailed analysis of trial balance and footnote
findings in accordance with DFAS directives.
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(m) Review abnormal balances to ensure validity. Take corrective action
as necessary or footnote the trial balance.

(4) Stock fund trial balances are addressed for submission to Denver using
the FTP address in BQ. Requires close coordination with BQ ADRSS monitor to ensure
transfer files are properly established. Requires access to the Automated Data Reports
Submission System (ADRSS) to be able to verify transmission. Once address files have
been established, access the SMAS ATB panel and mark the trial balances for submission
per DFAS-DE 7077.4-M. Trial balances must be submitted to DFAS-DE by the 7th
workday of every month.

(5) Fiscal Year End Procedures for FIABS:

(a) Prior to running post closing trial balance, in accordance with DFAS-
DE 7077.4-M:.

1 Ensure GLA 115XX is supported by hard copies to unpaid bills
plus the suspended amounts in the Accounts Receivable Control List Part Il.

2 Ensure GLAs 130, 131, 135, 137 and 138 are in balance with the
Ending Balance List.

3 Ensure GLA 140 reflects balance being provided by DFAS-
DE/ANM via data reporter.

NOTE: Data reporter represents cumulative balance, so ensure mid-month reversal has
been done.

4 Ensure 170.01 for RSD and 170.01xx for GSD and SSD are in
balance with Part V of the A/R Control List and the SAMIS HJL product.

5 Validate balances in GLA 200xx. (Check with DFAS-DE/ANM on
reconciliation process.)

6 Validate balances in GLAs 910, 931, and 932 using the Stock
Fund General Ledger Summary (A-D035J-401-DA-L01). For the Wholesale SRANSs, use
the Unfilled Customer Order Listing from DO35B to validate GLA 910. For SSD and RSD,
in addition to using the Stock Fund General Ledger Summary, use the CPAS 2D4-2D8
products to validate 931 and 932.

I~

Ensure GLAs 40099/50099 are zero.

100

Ensure GLA 612 and 613 are in balance with MAFR.
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9 Review abnormal balance to ensure validity and footnote as
required.

(b) Process post closing trial balance:

1 Ensure GLAs 400, 500, 600 and 800 series reflect zero balances
at end of fiscal year position.

2 Ensure GLAs 350 and 380 have been updated by all hominal
amounts that closed out at end of fiscal year.

b. FSO:

Print and distribute Stock Fund Trial Balances to the Stock Fund Manager at
base supply and Supply officer at Medical Logistics.

NOTE: Explore the possibility of printing the Stock Fund Trial Balances in the SBSS/RPS
room.

c. ANG/Rome Lab:
No action required.
13. TASK - M28 Aviation Fuels Billings
a. OPLOC:
(1) Business Systems Branch:
(@) Receive the Transfer-Out Receivables Transaction List, Transfer-Out
Stock Fund General Ledger (GLA) Transaction List, Interfund Billing List (one copy) and

Appropriation Summary List (one copy) for the Systems Administration Division.

(b) Use these listings to validate General Ledger update (interface
processing) and seller Interfund processing.

(c) Validate the appropriations charged on the Appropriation S ummary
List; make corrections as necessary, and post the buyer (disbursement) and seller (reim-
bursement) transaction to MAFR for each Interfund bill.

(d) File the retained copies of the above listings and retain them for one
year.

(e) Respond to buyer inquiries per DOD 4000.25-7-M.
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(2) Accounts Management & Recon Branch:

(&) Receive the Interfund Billing List (one copy) and Appropriation
Summary List (one copy) from the Systems Administration Division.

(b) Use these listings to validate seller Interfund processing and to create
the seller DD Form 1400.

(c) File the retained copies of the above listings and retain them for one
year.

b. FSO:
Perform liaison function with Base Fuels Management Office.
c. ANG/Rome Lab:
No action required.
14. TASK - Process Cash Sales
a. OPLOC:

(1) Provide a voucher number to the FSO and receive a copy of the voucher
for our retained files.

(2) File the voucher.
b. FSO:

(1) Receive DD Form 1131 from BFMO. If DD Form 1131 is not received
with cash, Accounting Liaison prepares DD 1131 per attached sample:

(&) Assign voucher number and date.
(b) Forward to cashier.
(c) Process MAFR.
(2) Forward copy of DD Form 1131 to OPLOC Accounts Receivable Branch.

c. ANG/Rome Lab:
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No action required.
15. TASK - Process/Record Refunds Receivable From Vendors
a. OPLOC:
Other Vendor Refunds.

NOTE: For processing SF 361 (FOB Origin where the items are damaged in shipment),
see AFM 67-1, Volume I, part I, section 9.

b. FSO:
No action.
c. ANG/Rome Lab:
No action required.
16. TASK - Update Foreign Currency
Load/delete/update foreign currency (316) record in SBSS.
a. OPLOC:

(1) Business Systems Branch sends AF Form 2011 to base supply to process
1XR/1XT in twilight mode. (Reference DFAS-DE 7077.10-M).

(2) Vendor Pay Branch:

(@) Update IAPS SF UOC/UQOC variable record.

NOTE: Daily payment rate used by IAPS is updated via the rate loaded in IPC.

(b) Request Financial Statements and Reports Branch process BQ
foreign currency rate changes. Review applicable listings to ensure rate change is
accurate.

b. FSO:

No Action.

c. ANG/Rome Lab:
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No action required.
17. TASK - PFMR Fund Availability
a. OPLOC:

Management notices A907 and A911 from the SBSS will print at the OPLOC. Forward
these to the FSO for distribution to the Resource Advisors (reference DFAS-DE 7077.10-
M).

b. FSO:

(1) Receive A907 and A911 management notices from the OPLOC. (See
below.)

(2) Coordinate with Budget and the RA to obtain additional fund authority
(reference DFAS-DE 7077.10-M).

(3) Contingency for extended computer downtime may require FSO physical
presence in Base Supply to maintain manual control of obligations (reference DFAS-DE
7077.10-M).

c. ANG/Rome Lab:

Same as FSO, except management notices are received from SBSS.

907 REJ - INPUT EXCEEDS PROJECT FMR FUND BALANCE.

Note: The XP amount shown on line four is the amount of funds required to be loaded in the
PFMR in order to either (1) release the serviceable balance in the ITEM-RECORD (101)
record, or (2) establish a DUE-OUT-DETAIL (205) record.

ACTION: Send the original and one copy to the resource advisor identified on line 6, one copy
to the funds management section, and one copy to the Business Funds Branch when 4-part DD
1348 Form-1, DOD Single Line Item Release/Receipt Document, is used. The resource
advisor contacts the budget officer for resolution of the reject notice. The budget officer
determines the action to be taken: deny fund request, authorize additional funds, or authorize
use of TEX code 3 on the TRIC ISU. The budget officer returns a copy of the reject notice
authorizing use of TEX code 3 to DAO materiel section. DAO must concur with the use of TEX
code 3 before processing to preclude over-obligation of funds.

DAO PROGRAM: NGV932

A911 MGT - PROJECT FMR ALLOTMENT EXCEEDED BY $__.
ACTION: Send the original and one copy to the resource advisor identi fied on line 5, one copy
to the Business Funds Branch, and one copy to the funds management section. The resource

advisor contacts the budget officer for resolution of the management notice. The budget
officer should resolve problems associated with targets being exceeded for funds managed by
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the budget office, including all separately funded tenants. The materiel SMA should resolve

notices pertaining to funds for other activities being support ed by funding documents. See

AFR 177-102, chapter 8.

DAO PROGRAMS: NGV951 and NGV932Error! Bookmark not defined.Error! Bookmark not
defined.

18. TASK - FIABS Daily Audit Requirements

Perform required audits and make applicable corrections in accordance with
AFMCM 177-24.

a. OPLOC:
(1) A-D035J-201-DA-L34 (Program ZJBR0243) - Daily Transaction Listing.
(2) A-D035J-401-DA-L01 (Program ZJBR0401) - Daily Summary.
(3) A-D035J-101-DA-L06 (Program ZJBR0106) - Daily Error List.

(4) A-D035J-201-DA-L14 (Program ZJBR0214) - Capitalization Adjustment
Journal.

(5) A-D035J-601-DA-L33 (ZJBR0633) - Daily Control List - GLA Accum
Update For Billings.

(6) A-D035J-601-DA-L32 (ZJBR0632) - Buyer Interfund Transaction List.
b. FSO:

Assist OPLOC in performing causative research relative to errors and
guestionable data/transactions.

c. ANG/Rome Lab:
Same as FSO.
19. TASK - FIABS Monthly Audit Processes

Perform required audits and make applicable corrections in accordance with AFMCM 177-
24,

a. OPLOC:

(1) A-D035J-201-MO-L19 - (ZIJBR0219) - Ending Balance List.
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(2) A-D035J-101-MO-L35 - (ZIJBR0135) - Reconciliation Summary List.

(3) A-D035J-101-MO-L39 - (ZJBR0139) - Due In, RNB, BNR, CP, CR Status
Details Report.

(4) A-D035J-101-MO-L42 - (ZIJBR0142) - Intransit Details.
(5) A-D035J-101-MO-L43 - (ZIBR0143) - Shipped Not Credited Details.
(6) A-D035J-601-MO-LO1 - (ZIJBR0601) - Billing Inquiries.
b. FSO.
Not applicable.
c. ANG/Rome Lab:

Not applicable.

20. xTASK - Audit FIABS as Required Products

Perform required audits and make applicable corrections in accordance with AFMCM 177-
24. Although these products are as required, they are normally generated on a monthly
basis. They may, however, be run more frequently. They should be audited whenever
produced.

a. OPLOC:
(1) A-D035J-601-AR-L42-(ZIBR0642) - Pre-Billing List.

(2) A-D035J-601-AR-L10 - (ZJBR0610) - Accounts Receivable Control List -
Parts 5 and 6.

(3) A-D035J-501-AR-LO1 - (ZJBR0501) - Base Master Organization File -
This report should be reconciled yearly in conjunction with the Financial Services Officer.
Any invalid Function Codes should be deleted from both DO35K and D035J.

(4) *A-D035J-102-AR-L06 - (ZJBR0106) - Accumulative Error List - This
report can be ran on an as required basis. To generate this report, select the ARRA panel
in the FIABS on-line system; place an "X" next to the appropriate report, and hit the enter
key. Itis recommended, however, that outstanding errors are reviewed at least weekly and
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corrected in a timely manner. This can be done by using the ATD Panel and/or DataQuery.
Errors that cart be corrected using current error corrections procedures should be sent to
DFAS-DE/AAA for review. Correction of prior month errors in the current month may
require special handling. This situation occurs when the FIABS reconciliation program has
been ran in the previous month. Reconciliation had adjusted (+ or -) the FIABS asset
guantity balances to compensate for the effect of the outstanding errors. Correction of
these errors in the current month without a corresponding D8B/D9B transaction will cause
further reconciliation adjustments to be processed. Chapter 8 of the FIABS DRAFT Usels
Manual provides guidance concerning the processing of these transactions which will
preclude unnecessary reconciliation adjustments.

b. FSO:
Not applicable.
c. ANG/Rome Lab:

Not applicable.

21. TASK - FIABS/BQ Interface of Expense, SLAES, and GFGL Updates (E, S, and
Z Records)

DBOF expense/obligation (E records), sales/credit returns (S records), and GFGL balances
(Z records) are initially incurred/recorded in the supply system (D035K/D151). This data
will be interfaced into GAFS on a monthly basis under program control. The GAFS
NBQ100 program matches the 'E' records to FSR/PSR records through a batch process
and then processes them as a Pseudo input. FSRs and PSRs must be coded with PC
code of 'Z* (the * should be replaced by an appropriate character to identify FIABS
transactions) for 'E' records to match up. 'S’ records will establish an unbilled accounts
receivable in BQ and then be passed to SMAS on the 13A or J3A interface. 'Z' records will
update the balances in the GFGL. The 'Z' records contain monthly net change data only:

a. OPLOC:

ASSUMPTION: Systems Administration Division will assign individual SUB-PC codes for
each base interface.

(1) Only transactions that contain a Function Code loaded in the Base Master
Organization File that contain an E-Record Generation Flag of 'Y' will be interfaced.
Coordinate scheduling of the FIABS interface into the BQ with Accounts Management and
Recon Branch.
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(2) View ABQI5L batch processing listing for rejects. Request addresses from
Accounts Management and Recon Branch and input corrections to the reject file. Access
the reject file with *GET IREJ, correct record key numbers for the rejected transactions and
notify Accounts Management and Recon Branch to rerun GAFS NBQ100 using option 800
and Pseudo (AFM 177-370, section 49).

(3) View NAPP40 Pseudo remote listing. Identify and correct rejected
transactions.

(4) If rejects require changes to RC/CCs and indicative data, obtain correct
information from Accounts Management and Recon Branch and process.

b. FSO:
Not applicable.
c. ANG/Rome Lab:

Not applicable.
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B. DEPOT MAINTENANCE ACTIVITY GROUP (DMAG) - CONTRACT.
NOTE: This section not applicable to ANG/Rome Lab.

The Contract DMAG represents approximately forty percent of the DMAG-AF
Activity. Requirements go through a posture planning effort for determination to whether
maintenance repair requirements will be performed by in-house (organic) efforts, or by
private industry contractors awarded DMAG contracts.

Contract DMAG accounting is an accrual based standard cost accounting system.
The primary source of information for contract accounting data is the G072D (Primary
Subsidiary Ledger). Expenditures, obligations, and orders outstanding for government-
furnished material (GFM) consumed in contract DMAG repair are interfaced to the GO72D
from the HO75C.

Contractor reported receipt and usage of GFM are interfaced to the GO72D from
the G009 (except for manual reporting). Also, the G009 facilitates contractor mechanical
reporting of production. Currently, information for the financial statements (journal
vouchers) is manually input to the DMAG General Ledger System (HO069G).

Contract DMAG periodic operational results are reported in the overall DMAG
Financial Statements. Therefore, reporting of customer order updates and customer order
validation are addressed as individual DMAG tasks with the assumption of necessary
connectivity to facilitate report generation. DMAG Reports:

Trial Balance (DMAG-AF) HAF ACF(M) 7107

Flash Report DD-COMP(M) 1445

Statement of Sources of Revenues

Repair Groups Category Report

Analysis of Financial Statements LOG-ACF(M) 7118

Contract DMAG uses two fields in the accounting classification to identify
transactions. The BPAC field holds the program control number (PCN) and the material
program code (MPC) field holds different types of costs. The PCN is provided by DMAGS
customer and identifies specific workload. The first digit is the reimbursement source code
(RSC) and the second is the repair group category (RGC). The MPC indicates direct
contractor charges (1100, 5500), contract acquired materiel (direct materiel), and general
and administrative (G&A) (6000) charges. The sales code is used for the HO69BQ system.

Attachment 1 lists General Ledger Account Codes (GLACs) and provides the pro forma
entries. Attachment 2 provides a matrix of GO72D transactions and the GLACs which are

updated.
NOTE: Maintain the EOM trial balances (T/B) and supporting financial reports backup data
indefinitely.
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1. TASK - Monthly Changes to Customer Orders Accepted.
a. OPLOC:
(1) Receive, review, and post JV to the DMAG General Ledger.

(2) Assist in resolving problems by acting as liaison between government
branch, customer, and FSO, when requested.

b. FSO:

(1) Summarize the dollars on the Customer Order Acceptance List
(COALS) for the month and reconcile to the Summary Status Report (GO72D-L65).

(2) Prepare JV and forward to OPLOC (GLACs 942XX, 943XX).

(&) Contract DMAG-AF maintains a file copy of the signed
Customer Order Acceptance List (COAL) sorted by RSC/RGC/FY of customer order.

(b) Compare the GO72D-L78 to the COAL to ensure that input
(customer order acceptance) was correct.

(3) Compare G072D-L65 to the cumulative value of the COAL.
2. TASK - Shipped Not Billed (SNB) Billed Not Shipped (BNS).
a. OPLOC:
(1) Research the SNBs on the HO75C-4R1 which are over 30 days old.
Request billing from the ICP if the shipment is valid. If not valid, send the FSO noatification
to delete the SNB in the HO75C, G009 and G072D.
(2) Provide assistance as required.

b. FSO:

(1) Research, with PDs, the BNS. If not a duplicate, invalid, or a billing for
a canceled order, input the shipment to HO75C and G072D.

(2) Provide assistance as required.

3. TASK - GFM Fuels Billings.

5-30



DFAS-DE 7040.1-M, Change 3
July 1998

a. OPLOC:
Pass bill for fuels to FSO for input into GO72D and HO75C if SF 1080.
b. *FSO:

(1) Input a shipment status into GO72D for fuels billings (no shipment
status will be generated for fuels).

(2) If SF 1080, input bill into HO75C.

4. TASK - Accounts Receivable - Journal Vouchers.
a. OPLOC:

(1) Receive current months ledger by accounting and disbursing station
number (ADSN) from the Accounts Receivable Branch for general ledger inputs - other
than FMS. Receive a separate register from the Accounts Receivable Branch for FMS
customers. Reconcile to the FSOs unbilled voucher. Receive, review, and post JV.
(GLACs 13249, 13259, 22512).

(2) Receive outstanding accounts receivable schedule, by bill numbers
and date billed, from Accounts Receivable Branch. Update prior months accounts
receivable collected that are maintained on a ledger listed by dollar amount and bill
number. Update the unbilled accounts receivable (GLACs 13249, 13259, 22512) to billed
accounts receivable (GLACs 13249, 13259, 13250, 13260). For the uncollected A/R
reclassify, by age, to GLACs 1325X, 1326X, 22512.

(3) Prepare JV and post to DMAG General Ledger (JV moves accounts
receivables from unbilled to billed and aged).

(4) Validate the control register against the general ledger and make
corrections as necessary.
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b. FSO:

(1) Prepare current month accounts receivable summary by ADSN and SF
1080 with detail support. FMS bills will have an additional support, an FMS worksheet
(governed by HQ AFMC/FMRI). Annotate SF 1080 as progress billing, completion billing,
or advance billing. Source: GO072D L35, L34(FMS), and manual advanced billings
spreadsheet(s).

(2) Prepare a control register for each biling package (SF 1080)
forwarded to the OPLOC. Establish a unique control number for each control register
consisting of the ALC, Julian date, and 3 digit sequence number (e.g. XX-ALC-7031-001).
Bill numbers are required to provide the audit trail necessary for accounts receivable.

(3) Forward to the Accounts Receivable Section of the OPLOC.

(4) Prepare unbilled JV; forward with attached copy of control registers to
DMAG section of OPLOC.

(5) For FMS check the L47 (GLAC 417XX) against the current months
accounts receivable and make any necessary corrections and forward to OPLOC to ensure
accuracy of revenue and accounts receivable.

5. TASK - JV - Existing Advance Billings Update.
a. OPLOC:

Receive JV and support from FSO, review, and input JV into the DMAG
General Ledger. Source: advance billing spreadsheet.

b. FSO:

(1) Calculate offsets to advance bilings based on progress billing
(L35/L36) and prepare JV (GLACs 25111, 22512).

(2) Calculate and prepare advance billings JV due to credit COALs
(based on LO7, LO6) (GLACs 25111, 22512).

(3) Forward JV to the OPLOC.

6. TASK - Revenue JV.

5-32



DFAS-DE 7040.1-M, Change 3
July 1998

a. OPLOC:
Receive, review, and post Revenue JV.
b. FSO:
(1) Compare the Revenue (G072D-L47) to the Profit/Loss Part IV by RGC
and RSC (G072D-L43) totals. If a discrepancy exists between government (GLAC 416XX,
all RSCs excluding M and 3) and nongovernment (GLAC 417XX, RSCs M and 3 only),

annotate the correction on L47.

(2) Prepare Revenue JV (GLACs 41XXX, 22512) using L47. (Check the
current months JV produced from the L47 against the L67 CML runout totals for Column J -
Sales line.) (NOTE: The offset is to progress billings; GO72D performs 100% progress
billing, excluding nongovernment agencies.)

(3) Prepare JV to record customer orders completed (GLACs 944XX,
943XX). (Customer orders completed should equal revenue.)

(4) Forward JVs to the OPLOC for posting.
7. TASK - JV - Changes to Work-In-Process (WIP).
a. OPLOC:
Receive, review, and post JV.
b. FSO:

(1) Prepare WIP JV and forward to OPLOC. This JV is prepared based
on the CML (L67 product) from the GO72D.

(2) L67 page A
Columns g, h, and | GLACs: 538XX debit to recognize COS (STD)
Column f GLACs: 151XX credit to relieve WIP
Cost of Sales (COS) Entry.

(3) COS(L67 page A cols G,H,)
+ chg WIP L67 pg A cols M,N,O

151XX (Induction) Increase WIP.

224 XX
To record the induction or increase in WIP.
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(4) Chg WIP L67 pg A col F (Ending - Beginning)
53833
57050
To record the change in WIP.
These figures are pulled directly from the L67 runout totals-all contracts.
(5) Forward JV to OPLOC for posting.
8. TASK - JV - Contractor Reporting (Material Movement).
a. OPLOC:
Receive, review, and post JV in the DMAG General Ledger.

b. FSO:

(1) Use monthly GO72D (L67 run-out totals for all contracts). Use
contractor GFM reporting line to input totals to ‘Contractor GFM Reporting Worksheet.”

NOTE: Col h”value will come from page B (L67) GLACs: 53611, 53612, 53690, 53823.

(2) Subtract any manual accounting adjustments (AMES) input from
values to get contractor GFM reporting. (See worksheet format.)

(3) Prepare JV using the worksheet.
(4) Forward JV to OPLOC
NOTE: See reconciliation task on GO09 monthly to L76 monthly.
9. TASK - JV - Investment Material Issues and Receipts.
a. OPLOC:

Receive, review, and post to DMAG General Ledger.

b. FSO:
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(1) Use GO72D-L-55 to prepare JV for investment material issues and

receipts:
Use GLAC:

90175 (ending balance minus beginning balance)
91750 (GFM Modification kits)
91760 (GFM issues at full price)

91775 (GFM Investment exchanges).
990002 - statistical accounts - contra

(2) Forward to the OPLOC.
10. TASK -JV for Monthly Material Returns.
a. OPLOC:
Receive, review, and post JV to DMAG General Ledger.
b. FSO:

(1) Use HO75C-4N1 funds billing data line for allowable turn-ins and non-
allowable turn-ins for dollar values.

(2) Prepare JV:
(@) Allowable turn-ins:
21150 Debit
14133 Credit
(b) Non-allowable turn-ins:
53651 Debit
22450 Debit
53822 Credit
14133 Credit

Verify JV postings with GO72D-L67 ‘all contracts runout totals” using Cols
H,K,L, and N (HO75C-GFM line).
(3) Forward to OPLOC

11. TASK -JV - Material Shipments to Contractors.
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a. OPLOC:

Receive, review, and post JV to the DMAG General Ledger.

b. FSO:

(1) Use G072D-L67 (runout totals for all contracts). Column A and
column Q shipments line for dollar value.

(2) Prepare JV using GLACs:
14220 (column A) Debit
21150 (column Q) credit

12. TASK - JV - Contract Support Cost.

a. OPLOC:
Receive, review and post JV to DMAG General Ledger.

*NOTE: This is a reimbursable transaction, the collection to O&M is offset by a
disbursement to DMAG (i.e. DMAG General Ledger entry 21150 DR, 60280 CR).

b. FSO:

(1) Prepare JV and/or adjustment JV using quarterly worksheet. (See
(6) below:

(2) Use GLACs: 53510, 53511, 53513, 53514, Debits
21150 Credit
22452 Debit
53834 Credit

(3) Prepare SF 1080 for disbursement of 6E funds (including any
adjustments if actual cost is different from the estimate) and forward to the Accounts

Receivable Branch.

(4) AME transactions for contract support must be made IAW JV entries
(excluding GLAC 21150).

(5) Prepare Quarterly/Annual worksheet showing:

GLAC 53510 Seller Personnel Costs
53511 Policy & Procedure
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53513 Data Automation
53514 Accounting Support

This worksheet is coordinated with FSO (DMAG AF) Budget Office. A JV for any adjust-
ments to actual data will be provided to the OPLOC.

(6) Validate GLAC totals in DMAG General Ledger trial balance to
cumulative worksheet totals.

13. TASK - DMAG Contractor Accrued Expenditures Unpaid (AEU).

a. OPLOC:

(1) Prepare and post Contractor AEU JV to the DMAG General
Ledger. Source: H103 query (GLACs 224XX, 21150, 94160, 94151, 990002).

(2) Reverse out previous months JV.

b. FSO:

None.

14. TASK - Reconciliation of Undelivered Orders Outstanding from
HO75C 4D2 to GO72D L55.

a. OPLOC:

None.

b. FSO:

Combine the three aged categories by contract on 4D2 and compare
to L55 by contract (UOO plus AEU). If not equal, research and initiate corrective

action.

15. TASK - JV - Undelivered Orders Outstanding and Reversal of Prior
Month.
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a. OPLOC:

Use H103-3H1 (by OBAN for DMAG-AF Activity) and GO72D-L55 ALC totals
page to prepare current month worksheet. The following breakout applies:

MPC GLAC
4400 CAP 94150 CREDIT
5500 LABOR 94150 CREDIT
1100 LABOR 94160 CREDIT
2200 CAP 94160 CREDIT
6000 CCN 94160 CREDIT
7700 CONTR TERM 94160 CREDIT
G072D-L55 (H075C-UOO) 94151 CREDIT

Statistical account contra 990002 debit.
(2) Prepare current month JV using applicable GLACs.

(3) Prepare prior month JV reversal (dated 1st of the month).
Reverses prior month JV (UOO).

(4) PostJVsto DMAG General Ledger.
b. FSO:
Provide assistance as necessary.
16. TASK -JV - Statistical Stock Fund Purchases.
a. OPLOC:

Receive, review, and post JV to the DMAG General Ledger.

b. FSO:

(1) Calculate percentages based on the prior year 4D2 orders
outstanding by budget codes (i.e., 1,8,9, Other).

(2) Apply percentages to current month stock fund purchases (budget
codes 1,8,9, Other).
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(3) Prepare JV for budget codes 1 (GLAC 98070 SSD) and 9 (GLAC
98060 GSD) after subtracting percentage amounts for budget codes 8”and ‘Other”from
total purchases.

(4) Forward JV to the OPLOC.

NOTE: This information is for use by HQ AFMC. GLAC is for management use only and
not forwarded to DFAS-DE.

17. TASK - JV - Accessorial and Surcharges for Handling of GFM.
a. OPLOC:
Receive, review, and post JV to the DMAG General Ledger.
b. FSO:
(1) Prepare JV to expense the charges for FQ1/2 and FN1/2 from
HO75C-3C2 (GLACs 53690, 22450 DR, 21150, 53822 CR). These charges are only on
interfund bills with a routing ID of G--. An AME (excluding GLAC 21150) has to be done in
conjunction with this JV so that the G072D and the DMAG General Ledger match.
(2) Check the HO75C-3C1 for bills with a routing ID of G--.
(3) The HO75C-3C2 should not be negative if routing ID of G-- is found.
NOTE: If negative, have OPLOC review Interfund HO69BQ-G53 to ensure there were no
charges. If so, the OPLOC will provide the HO69BQ-G53 as supporting documentation to
prepare a JV.
(4) Forward to OPLOC
18. TASK -JV - To Expense Deletions From HO75C Billings.
a. OPLOC:

Receive, review, and post JV to the DMAG General Ledger.
b. FSO:
(1) Research the HO75C-3D5 Billing Suspense List to determine those

bills that cannot be identified to another station and must be expensed to contract DMAG.
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(2) Input deletion actions to HO75C.
(3) Prepare JV based on HO75C-3B3 using the following entries:

(53690, 22450 DR; 53822, 21150 CR). Make Accounting
Adjustment (AME) GLACs 53690, 22450, 53822, to pseudo CML.

19. TASK -JV - Record Adjustment For Erroneous Reporting From Other
Systems.

a. OPLOC:
Receive, review, and post JV to the DMAG General Ledger.
b. FSO:

Provide JV and support to the OPLOC to correct erroneous reporting
from other systems (G009, D034A, HO75C, GO72D, and/or H103). Footnote(s) are also
provided to the OPLOC.

20. TASK -JV - Contract Field Teams (CFT).
a. OPLOC:

(1) Receive cycle payment for CFT from Vendor Pay.

(2) Post cash disbursement for GFM material cost (supplies) (GLACs
14220, 60280)

(3) Provide copy of payment voucher to FSO.
b. FSO:
(1) Receive payment voucher from OPLOC.
(2) Research and update applicable contract via AME (G072D) GLAC
14220 only.
(3) Process manual AF412 from Product Directorate (PD)

21. TASK -JV - Foreign Currency Fluctuation.

a. OPLOC:
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(1) The Vendor Pay Section will provide a worksheet for gains and
losses. The worksheet for JV will indicate contract number, name of currency, budgeted
exchange rate in dollars, and current exchange rate in dollars. Gain and loss will be
calculated from the difference.

(2) Input JV for Gains and Losses (53717, 53718, 22451 DR/CR).

(3) Provide copy of spreadsheet reflecting detail by contract to FSO.

b. FSO:

Receive a detail spreadsheet from the OPLOC and input AME to each
contract to record the gain or loss in Column G (GLAC 53812) and Column K (GLAC
22451). This could cause a variance in reconciling GO72D labor cost vs. general ledger
recording of labor (contractor charges). The difference is in FCF gain/loss GLACSs.

22. TASK -JV - Travel Expenditures (Contract DMAG).
a. OPLOC:

(1) Extract TDY & Travel information for the month from the HO69BQ
and provide copy to FSO.

(2) *Prepare monthly JV for DMAG General Ledger (15550, 21160,
22452, 53412, , 53834, 60280)

(3) *Post JV to DMAG General Ledger.

b. FSO:

(1) Receive a copy of HO69BQ retrieval for travel (GLAC 53412
identifies Contract travel).

(2) Prepare and input Contract Maintenance Ledger (CML) AME
Transactions for month (GLACs 22452, 53412, 53834). AME entries go to the pseudo
contract (CML) when not identifiable to a specific CML.
23. TASK - Posting Collections to DMAG General Ledger.
a. OPLOC:

(1) Receive BQ retrieval. Use Merged Accountability and Fund
Reporting (MAFR) code B for disbursement entries applicable for For Self” and By
Others.” Use MAFR code T for collection entries applicable to For Self’and By Others.”
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(NOTE: There must be at least two addresses set up, one for Organic and one for
Contract).

(2) Record collection of accounts receivable (GLAC 132XX, 60280).
(3) Forward retrieval to FSO.
b. FSO:
(1) Provide assistance as required.
(2) Update control register(s).

24. TASK - Posting of H103 Cash Disbursements to DMAG General
Ledger.

a. OPLOC:
(1) Request EOM retrieval from H103 by MPC and provide a copy of
the detail to the FSO. (This plus the H103 for organic expenditures should equal total 6E
expenditures in HO69FA for SMA E for the month)

(2) Combine MPCs to record appropriate general ledger GLACSs:
Record the disbursement:

GLAC MPC

60280 All Contract MPCs
53831/53840 6000

53832 7777

22451 1100,5500

14230 2200,4400

15560 9940

Record the offsetting standard entries:

22451 debit 7ri7

53812 credit 7777

22452 debit 6000 CCN
53834 credit 6000 CCN
53811 debit 1100 plus 5500
53812 credit 1100 plus 5500
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b. FSO:

Review query for detail that might not have passed to GO72D in the
interface. These details will require AME input to applicable CML (Can not be pseudo CML
except for MPC 6000).

25. TASK - DMAG General Ledger Posting of Stock Fund Interfund
Disbursements.

a. OPLOC:

(1) Receive HO069BQ-G53 (interfund zero balance) listing from
HO69BQ (Accounting Operations Division) at the OPLOC and extract the DMAG fund
codes for ALCs and match to MAFR postings. Ensure that FSO receives a copy of G53 or
is notified of when it is available on CA dispatch. ALC fund codes (MILSBILLS Part 2) :
FR-McClellan, GR-Hill, HR-Tinker, LR-Robins, and PR-Kelly.

(2) After match, post by bill or total for the day to the DMAG General
Ledger (21150 DR, 60280 CR). (FIABS bills will be interfund bills.)

(3) Prepare the spreadsheet using bill number, source of supply
(SOS), amount, bill date, and date paid in bill number sequence to ensure duplicate billings
are detected.
b. FSO:
(1) Receive HO69BQ-G53 listing from OPLOC (Accounts Control) for
fund codes FR, GR, HR, LR, PR. (NOTE: There are still some materiel bills which are
billed on an SF 1080; these bills must be manually input into HO75C)

(2) Compare the file before interface or HO75C-3C1, after the interface
will identify duplicate bills or bill detail.

(3) Receive the file for OPLOC of bills paid to ensure all interfund bills
paid are passed to HO75C.

% 26. TASK - HO75C/Stock Fund Interfund Disbursement Reconciliation
a. OPLOC:

(1) Provide FSO with supporting documents for interfund stock fund
bills.
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(2) Prepare spreadsheet of interfund bills paid, updating on a
monthly basis, to identify duplicate payment of bills. The spreadsheet should contain
one prior year plus current year payments to ensure adequate tracking of paid bills.
Spreadsheet should include month paid, SOS, Bill number, and Bill amount. Notify
Accounts Control (Interfund desk) of duplicate payment for action to reverse.

(3) Provide copy of spreadsheet to the FSO to ensure detail for all
bills paid interfaced to HO75C.

b. FSO:

(1) Receive interfund stock fund billing details. Details may be
required to update or correct HO75C.

(2) Prepare spreadsheet from HO75C 3C1 of billing detail passed
from HO69BQ interface. Spreadsheet should include month recorded, SOS, Bill
number, and Bill amount. The spreadsheet should contain one prior year plus current
year payments to ensure adequate tracking of paid billing detail.

27. TASK -JV - Systems Development Cost.
a. OPLOC:
(1) (DMBA-AF) receives a letter from HQ AFMC indicating
percentages of cost allocated to each ALC for systems development cost. This is for
noncapitalized amounts (under $100,000).

(2) Request that the Accounts Receivable Branch setup accounts
receivable based on AFMC letter.

(3) Set up an accrual for the expense in the DMBA General Ledger
(GLACs: 53834 CR, 21150 CR, 22452 DR, 53831 DR). Forward to FSO to input into
GO072D.

(4) Accounts Receivable will process SF 1080 to do the collection
and posting to MAFR.

(5) Post the DMBA General Ledger disbursement update based on
copy of SF 1080 from Accounts Receivable Branch (GLAC: 21150 DR, 60280 CR).

b. FSO:

(1) Provide assistance as necessary.
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(2) Input AME to pseudo CML based on the JV (excluding GLAC:

28. TASK - Microfiche Expense.

a.

CR).

OPLOC:
(1) Receive support for billing from Defense Printing Service (DPS).
(2) An accrual will be established if the annual amount is material.

(3) Post to DMAG General Ledger (53831, 22452 DR, 60280, 53834

(4) Provide copy of support to FSO.
FSO:

Receive DPS support detail and input AME to pseudo CML for

microfiche expense (exclude GLAC 60280).

29. TASK -JV-AMEs (CML Accounting Input) Adjustments and Closures.

a.

CML.

worksheet).

OPLOC:

Receive, review, and post closure JV.

FSO:

(1) Review CMLs. Determine and annotate adjustments to close

(2) Prepare JV to record closure adjustments by GLAC (on

(3) Forward JV to OPLOC.

(4) Input closure actions (AME) to GO72D (Ref. AME Task).

30. *TASK - Analysis.
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a. OPLOC:
(1) Prepare non-normal balance report and forward to FSO for
analysis.
(2) Determine what needs to be footnoted.
(3) Compare accounts to historical for unusual activity and/or
amount.

b. FSO:

(1) Determine what needs to be footnoted and forward to OPLOC.
Both FM and the PDs should be polled to see if they have a situation or condition (e.g. a
potential material loss) to include in the footnotes.

(2) Compare accounts to historical for unusual activity and/or amount.

(3) Perform contract closures.

(4) Perform formal and informal product reviews (to include the CML).

(5) Perform product review of GFM intransits.

(6) Identify and document system discrepancies to system(s) OPR.

(7) Reconcile ULOs in GO72D-L67 to H103.

(8) Provide explanation for unusual activity/amount to OPLOC.

(9) Review HO75C 3D5 Billing Suspense for erroneous billings and
initiate corrective action.

(10) Perform an analysis of monthly financial statements.

(11) Prepare any necessary documentation to initiate corrective
action for noted discrepancies.

(12) The A-G072D-L71-MO-8XC product should be reviewed since
this product reflects contracts with $0 sales. These contracts print only when sales =
scheduled input dollars (SID) indicating that the customer order quantity has not been file
maintained in GO72D. Since SID/COQs are necessary to customer billings, lack of file
maintenance directly impacts our cash balance and the customer outlays. GO072D and
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H103 should be reconciled since both systems could be tracking contracts at different
levels.

(13) Flow Days. File maintenance must be performed regarding
actual flow days with emphasis also on induction and production flow days. Flow days
must be accurate as this data impacts progress billings and other systems utilized to
manage contract DMBA.

(14) The message codes on the PCN Control Report (GO72D/L66)
should be reviewed with the appropriate action taken to clear.

(15) The contract and paid amounts between H103 and GO072D
should be reconciled with differences being researched and corrected. Normally, H103
balances take precedence over GO72D balances.

(16) Contract Project Orders. The following reconciliations are to be
performed regarding contract project orders:

(a) GO72D/L65, Current FY, RSC A: Adjusted Customer Orders
are reconciled to HO69BQ (same FC, OAC/OBAN), Current FY, Operating Budget Ledger,
EEICs 54X05, Gross Obligations.

(b) GO72D/L65, all FY/RSCs, Adjusted Customer Orders should
be reconciled to Accepted Customer Orders to confirm receipt and posting to Unfilled
Customers Orders in Cost Accounting.

(c) The RCS: LOG-FM(M) 7118, Analysis of Customer Orders
Accepted needs to be verified so that it reflects the most current Anticipated Customer
Program.
(17) Provide explanation as requested.
31. TASK - Contract Maintenance Ledger (CML) GO72D-L67 Analysis.
a. OPLOC:
Provide assistance as necessary.

b. FSO:

(1) A review of the L67 runout totals is required to determined
whether a GO72D system rerun is required. Contact either the Product Directorates and/or
the policy area for resolution/explanation of any questionable balances which are not the
result of erroneous system processing.
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(@ Ensure beginning balances equal prior months ending
balances.

(b) Ensure all current months interfaces have been taken in and
are not the prior months interfaces. Additionally, check to ensure the amounts are
reasonable.

(c) Compare cost of sales line for unusual profit/losses. (Col F
and Col J).

(d) Review G009 interface for unusual values in the materiel
accounts.

(2) To determine that all items have been scheduled in, compare Cols
C and E. This can also indicate whether there is a potential profit or loss.

(3) Materiel (GFM) can also create a loss on a contract/customer
order. Take Col C minus ( Col E plus G&A other) to determine estimated available funding
for GFM (CAP can also affect this computation)

(4) Credit intransit accounts require research and notification of the
appropriate activity(ies) for corrective action.

(5) Credit standard accounts (this reflects variance between actuals
and URCs of items that have been produced) indicate either production needs to be taken

or that the URCs are understated and need to be file maintained. (NOTE: the URCs
mechanically general accruals, i.e. estimated costs).

(6) WIP/Standard Expense. WIP/standard expense should be
reconciled to accrued expense on the GO72D/L67 CML Runout Totals - Active Contracts. If
the proper transactions have been made, Column F + G + H + | +K = 0. All discrepancies
must be researched and corrected.

32. TASK - Preliminary Closures. When production is complete, the accrued
expenses need to be adjusted to reflect the ULO.

a. OPLOC:
Provide assistance as necessary.

b. FSO:
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(1) Use the back of the CML to record differences by MPC (Col D
minus Col E). (NOTE: Must obtain PMS approval before any AMEs are input; can be base
policy, telecon, email, or memo)

(2) Col F should be zero. Residual costs (result of affecting SIQ
timeframe and/or URC after induction) must be decreased to zero. Check the back of the
CML to ensure that there are not debits and credits zeroing out.

(3) Col G should equal the difference between obligation and paid to
contractor for MPCs 1100/5500/7777. If payments exceed the obligation, the result will be
a negative.

(4) Col H should be zero if Col B is zero and no adjustments are
expected for GFM returns or CAP. If any adjustments are expected, the URC should be
adjusted to reflect those amounts.

(5) Col I should be zero. Depending on the procedures used to move
actual G&A expenses from the accumulation contract to the actual contracts, a URC
adjustment made be needed.

(6) The preferred method to adjust the CMLs are URC adjustments

input by the PMS or the representative. This allows for the cost to be passed to all systems
and products, not just the trial balance.

33. Task - Analysis of Work-In-Process (WIP).
a. OPLOC:
(1) Determine if the relationship of WIP to unfilled customer Orders
and sales is within historical parameters. If not, request an explanation from FSO and

footnote if required.

(2) Receive support to footnotes for large dollar impacts associated
with WIP.

b. FSO:

(1) Provide support to the OPLOC for large dollar impacts associated
with WIP.

(2) Ensure that progress payments do not exceed WIP. Footnotes
are required if this occurs.
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34. TASK - Interfacing Systems Validation (H103) (Feeder Systems to
G072D).

a. OPLOC:
Provide assistance as necessary.

b. FSO:
(1) Validate interface from the H103.
(2) Identify any problems to H103 OPR.

(3) Check the L67 in comparison to the previous month to ensure
correct file is received.

35. TASK - Interfacing Systems Validation (HO75C).
a. OPLOC:
(1) Obtain a Financial Inventory Accounting and Billing System
(FIABS) data query reflecting non-allowable and reversals of non-allowable returns by
budget code (1,8,9) for fund codes FR, GR, HR, LR, PR). Do a breakout by budget code
(1, 8, 9) for contract DMAG returns for the current month.
(2) Forward data query to FSO for action.
b. FSO:

(1) Receive and review products from the FIABS data query for all
fund codes to ensure that the supporting details are applicable to the FIABS assigned fund
codes.

(2) Send retrievals to appropriate DMAG FSO counterpart for action.

(3) Check the 2B1 product to ensure a D0O34A interface occurred
(reference DeskTop Intransit GFM Checklist).

(4) Check the HO75C-3C1 product to ensure the Interfund billings
process properly interfaced to HO75C (reference DeskTop Intransit GFM Checklist).

(5) Input the budget codes 1, 9 to the HO75C (use FORMAT 15 ‘add
a bill) to ensure proper interface to GO72D-L67 column L (intransit to supply).
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(6) Review all fund codes to ensure that the supporting details are
applicable to the fund code assigned by FIABS. There may be blank fund codes or for
example a Robins AFB fund code (LR) assigned and a Tinker supplementary address in
the details.

(7) After researching budget code 8, determine if ‘add a bill input”is
required or if corrective action should be accomplished in D0O35J. If DO35J issue, then
forward required action back to DO35J.

To reconcile HO75C to GO72D: Sum 3C1 + corrected suspended bills equals 4J1
equals GO72D.

36. TASK - Interfacing Systems Validation (G009).

a. OPLOC:
None.
b. FESO:

(1) Weekly, check G0O72D on-line input by source screen for GO09
interface of production. If negative, determine why interface did not occur.

(2) Check last weekly G072D-L76 to ensure the monthly G009
interface occurred (reference Intransit GFM Checklist). This is verified by the report date in
the transactions. Transfers to and from same ALC must be the same amount. (Look at:
GFM expense material, GFM investment material, GFM charge, GFM transfer to reciprocal
contact).

37. TASK - Interfacing Systems Validation (DO34A).

a. OPLOC:
None.
b. FESO:

(1) Ensure HO75C 2B1 is produced weekly (DO34A interface).
NOTE: DO034A can have five weekly runs in a month. The 2B1 should be reviewed to
ensure receipt of transactions from all ALCs and other sources of supply via DO34A on-line

query.
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(2) Check the GO72D on-line input by source to ensure that the
interface occurred.

(3) Check the GO72D-L77 Accounting Error Transactions for
shipments that did not pass all edits. These must be corrected to complete the interface.

(@) Cross reference the document number on the GO72D- L77
back to the HO75C-2B1 to get dollar value.

(b) Re-input the transaction in the AS3 input screen as a
manual input.

38. TASK - Interfund Analysis.
a. OPLOC:

(1) Maintain a support worksheet to ensure that bills are not paid
twice in MAFR. Provide a copy of the worksheet to the FSO.

(2) Provide copy of HO69BQ-G53 to FSO.
b. FSO:
(1) Maintain support to compare HO75C-3C1 (by bill number, bill date,
and SOS) product to MAFR postings to ensure that no bills exist in HO75C which have not

been paid.

(2) Maintain a support worksheet (by bill number, bill date, and SOS)
to ensure that the detail for all bills paid in MAFR have been passed to HO75C-3C1.

(3) Maintain support worksheet (by bill number, bill date, and SOS) to
ensure that bills are not paid twice in MAFR.

39. *xTASK - GFM Billing Adjustments into HO75C.
a. OPLOC:

* Receive, review and post JVs.

b. FSO:
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(1) Review and make necessary adjustments to the HO75C-3D5
(billing suspense). Correct erroneous field to match HO75C-2A2 and recycle the transaction
with action code ‘A.”

(2) If research indicates that the detail line belongs to another ALC,
correct the fund code to reflect the other ALC with an action code C.” This would require
that an SF1081 (or interfund bill transfer) be prepared to transfer funds between the two
ALCs. Forward to the OPLOC for transfer action.

(3) Delete if there is an offsetting debit/credit for a specific document
number with the same quantity and dollar amount (action code B). This will fall on the
billing deletions (HO75C-3B3) and should not be forwarded to the OPLOC.

(4) Delete if detail line is not identified to another station. Will be on
the HO75C-3B3 and should be forwarded to the OPLOC as supporting detail for JV to

expense this material (GLACs 53822, 53690,22450,21150). Also prepare and input an
AME to the pseudo CML for this unidentifiable expense (excluding 21150).

40. TASK - Reconciliation of H103 to G0O72D.
a. OPLOC:

(1) Pass the FSO notification of erroneous PCNSs to the CPAS office
and request correction.

(2) Take corrective action based on FSO noatification of erroneous
MPCs by notifying the CPAS office to reversing out and input the correct MPC to flow
through the H103 to the G072D in the next automated interface.
b. FSO:
Identify PCNs that will not or did not interface to GO72D:

(@) For the PCNs that are valid, input an AME transaction into
G072D.

(b) For the PCNs that are invalid, forward to Vendor Pay for
correction. Monitor to ensure corrective action occurs.

(c) Identify erroneous MPCs to Vendor Pay for corrective action.
Monitor to ensure corrective action occurs.
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*x41. TASK - Reconciliation of Miscellaneous Cash Disbursements to
G072D

a. OPLOC:

Provide FSO with supporting documents and/or detail to accommodate
reconciliation of GO72D to Trial Balance. These items include but are not limited to:
H103 expenditures with BPACx containing a numeric anywhere in the first five
positions, travel expenditures posted in HO69BQ and general ledger, fuels bills,
miscellaneous GBLs charged to contract DMAG, and interfund stock fund bills.

b. FSO:

Receive and review supporting documents and/or detail to accommodate

reconciliation of GO072D to Trial Balance. Update GO072D based on supporting
documentation and details to reflect actual expenditures recorded in Trial Balance.

42. TASK - Reconciliation of Material On Hand to GO72D-L55.
a. OPLOC:
Provide assistance as necessary.
b. FSO:
(1) Annually, review the GO072D-L67 Col B to the GO72D-L55.
Prepare a spreadsheet by contract subtracting the Col B number from the L55 balance. If
zero, nothing needs to be done. NOTE: The L55 amounts should equal the amounts in

G009.

(2) If there is a positive number, input an AME. DR 14133, 53822; CR
22450, 53690.

If there is a negative number, input an AME. CR 14133, 53822; DR 22450,
53690.
43. TASK - Customer Support.
a. OPLOC:
(1) Support the FSO.

(2) Respond to customer inquiries.
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(3) Perform special studies.
b. FSO:
(1) Determine potential customer funding shortfalls.
(2) Respond to customer inquiries.
Budget
Product Directorates (PD)
Commanders' Requests
Director
HQ AFMC
DFAS-DE special request
As required for unusual activities
(3) Perform special studies.

(4) Provide training as requested.

44. TASK - Adjustments to the Contract DMAG-AF Subsidiary Ledgers
(GO72D-AME Transaction only Updates the Contract Maintenance List).

a. OPLOC:
(1) Receive, review, and post JV.
(2) Footnote General Ledger as appropriate.
b. FSO:
(1) Prepare and forward JV and support
(2) Prepare and input accounting adjustments (AME) to close contract
maintenance ledgers when customer orders must be from the PMS seller or their
representative when the variance is material. Documentation must be maintained with the

appropriate support file.

(3) Prepare and forward JV and support for accounting adjustments
input for errors not correctable by source system.

(4) Prepare and input adjustments for errors not correctable by

source system. The request must be from the PMS seller or their representative.
Documentation must be maintained with the CML file.
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45. TASK - G072D Error/Reject Correction (L77, L79).

a. OPLOC:
None.
b. FSO:

(1) Perform all error/reject corrections  for accounting input
transactions. (Material Shipments (AS3s), fund classification reference number (FCRN
AABSs), customer order acceptance list (AHAs), manual accounting adjustments (AMES),
GFM expense, GFM investment expense, etc.)

(2) Notify PMS of required corrective action and track until corrected.
(G009 mechanical interfaced GFM expenses (GCAs, GCBs), etc.)

46. TASK - HO75C Valid Contract Table Error/Reject Correction.

a. OPLOC:
None.
b. FESO:

(1) Perform all error/reject corrections.
(2) Notify PMS of required corrective action and track until corrected.
47. TASK - Internal Processing.
a. OPLOC:
Perform internal control reviews.
b. FSO:

(1) Explain system processing to customers, budget, and Product
Directorates (PD).

(2) Perform internal control reviews.
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48. TASK - Prepare Management Information Reports.

a. OPLOC:
None.
b. FESO:

Prepare profit/loss statements from generated mechanical products to
include charts, briefings, trends, etc., for PDs, Divisions.

49. TASK - Reconciliation of Disbursement and Collections to HO69BQ.
a. OPLOC:

(1) Reconcile daily, by Subject Matter Area (SMA), MAFR code B’for
disbursements to SF 1080/1081 to DMAG General Ledger.

(2) Reconcile daily, by SMA, MAFR code T”for collections to SF
1080/1081 to DMAG General Ledger.

(3) Ensure that total of daily disbursements/collections balance to
H069BQ EOM disbursements/collections, by SMA, for DMAG fund code. Variances must
be identified and corrective action taken in appropriate system.
NOTE: This includes travel expenditures, H103 contractual DMAG expenditures,
contractual DMAG stock funded expenditures, G&A support, and accounts receivable
collections.
b. FSO:
None.
50. TASK - Reconciliation of G009 to G072D.
a. OPLOC:

Receive, review, and post JVs.
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b. FSO:
(1) Review the last weekly GO72D-L76 (Transaction ID: GCA, GCB,
GCC, GB2Z2) to ensure the G009 amount is what passed to the GO72D. This will identify
transactions that did not overlay in the interface.

(2) Research to identify corrective action required by either system
interface or AME input. Maintain open items on a worksheet until item is cleared.

(3) Prepare JV and supporting documentation to forward to OPLOC if
accounting adjustments are required.

51. TASK - Reconciliation of Customer Obligation in HO069BQ to
Accepted Customer Dollars in GO72D.

a. OPLOC:

Provide a list of customer obligations in HO69BQ and H103 for
Contract DMAG to the FSO for reconciliation to GO72D.

b. FSO:
Receive listing of customer obligations and perform reconciliation.
52. TASK - Research GFM Billing and Shipment Data.
a. OPLOC:
Provide assistance as required.
b. FSO:
(1) Referto DeskTop Intransit GFM checklist.
(2) If valid shipment with no bill, forward to OPLOC for billing inquiry.

53. TASK - Computer Systems Requirements Document or Discrepancy
Reports (CRRD or DR).

a. OPLOC:
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Provide documentation for DR encountered -- to the FSO.

b. FSO:

Prepare the CSRD or DR based on documentation generated by

users.

54. TASK - Table Maintenance/File Maintenance.

a. OPLOC:

Input JVs to HOG9G.

b. FSO:

(1) Input fund classification reference number (FCRN) to GO72D.
(The FCRN is a unique four-digit number used to cross reference the full customer fund
citation.) The mechanical matching/assigning of an FCRN to a COQ is accomplished by
comparing the fiscal year, reimbursement source code (RSC), and repair group category
(RGC) in the COQ input to corresponding elements in the FCRN table. Where there is not
a match, the COQ is output to the buyer for assignment of the FCRN and manual input to
the system. The following elements are required for establishing a new FCRN (AAB

transaction):

@)

FCRN, 4 AN, recommended format is first digit FY (alpha

with 1990 as A), second digit the RSC, 3™ and 4" are sequential.

(b)
(©)
(d)
(€)
(f)
(@)
(h)
(1)

Appropriation , 7 AN, (Segment A)

Accounting Classification Elements, 26 AN, (Segment B)
Disbursing Station, 7AN, (Segment C)

Action Code, (E-establish, C-change, D-delete)

Input Accepted Customer Order Dollars (GO72D).

Input Accounting Adjustments.

Input missing AS3.

Maintain Valid Contract Table in HO75C.
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REFERENCE: DFAS-DE 7010.2-R, AFMCR 177-22, AFMCR 66-225.
55. TASK Suspensed GFM Transactions (G072D-L79).
a. OPLOC:
Provide assistance as required.

b. FSO:

(1) Notify Product Directorate if GFM suspense is due to the absence
of the Contract GFM Authorization (5H error code).

(2) Input overlay correction to the suspense file.

56. TASK Product Distribution List.
a. OPLOC:
Provide input as required.
b. FSO:

Annually obtain the production distribution list s for HO75C and G072D.
Coordinate with the receiving activities as to requirement and number of copies. Reduce
the number of products and copies to the required number. This also applies to the organic
DMAG systems.

57. TASK - User Access Validation-Contract.

a. OPLOC:
None.
b. FSO:

(1) Yearly, obtain the User Access List from DISA for those systems
for which you are OPR.

(2) Check to ensure listed users have a need for access to the
system, have access to only those areas for which they have a need, and have the
appropriate level of access.
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58. TASK - Provide Copy Of GO72D-L55 to Accounts Control.
a. OPLOC:
Provide copy of GO072D-L55 to Accounts Control to update the
General Funds General Ledger for procurement funded Government Furnished Materiel
(GFM).
b. FSO:
None.
59. TASK - Update General Funds General Ledger for End Items.
Currently the supply system does not update the GFGL for non-major end items at a

repair contractor. GO72D has the visibility of these and is the support for the manual
JVinput into the GFGL.

a. OPLOC:
None.
b. FESO:

(1) Semiannually the GO72D L73 and the L74. Corrections are input
and the L83 and L84 are produced.

(2) The net change between the previous balance and the current
balance on the L84 is amount placed on a JV.

(3) The JV is forwarded to the OPLOC GFGL accountant.
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C. *DEPOT MAINTENANCE ACTIVITY GROUP (DMAG) - ORGANIC (AIR
FORCE).

NOTE: This section not applicable to ANG/Rome Lab.
INTRODUCTION:

*Depot Maintenance Activity Group-Air Force (DMAG-AF) is the Depot Maintenance
industrial fund for the Air Force. It is comprised of two segments, Contract and Organic.
The Contract segment is depot maintenance performed by contractors. The Organic
segment is depot maintenance performed at government owned, government operated
facilities located at Davis-Monthan AFB AZ, Hill AFB UT, Kelly AFB TX, McClellan AFB CA,
Robins AFB GA, and Tinker AFB OK. DMAG-AF uses job order, absorption accounting.
Sales prices are normally stabilized rates (planned workload) set 2 years prior to the
current fiscal year; and unlike the stock fund, once the price is negotiated, it remains until
the order is complete. The accounting system for the Depot Maintenance Activity Group is
based on accrual accounting techniques, using double entry methods. The purpose of
accrual accounting is to record income and expenses as they are incurred, without regard
to when the payment has been or will be made or received. NOTE: Residual accounting is
performed for Newark AFB at the Dayton OPLOC.

*Attachment 1 lists all General Ledger Account Codes (GLACs) and provides pro
forma entries. These pro forma entries are not all inclusive; therefore, you must apply
professional judgment when posting.

1. *xTASK - Accounting for Equipment.
a. OPLOC:

(1) *Receive JV and review for reasonableness and supporting
documentation for accuracy before posting JVs submitted by the FSO. NOTE: The cash
disbursements JV will update the Intransit account for disbursements.

(2) *Provide the amount of Intransit equipment recorded for the month to

the FSO
(3) *Receive, review, and post JV.
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b. FSO:

(1) *Maintain a subsidiary ledger for equipment Intransit which tracks by
contract and CSN.

(2) *Coordinate with the equipment managers to properly classify
additions and deletions (mistakes, transfers, etc.). The G017-A02 can be used to ensure
all changes are received.

(3) *Reconcile the G017-A04 depreciation to what was accepted by
GO35A-HF3.

(4) *Coordinate with OPLOC DMAG Reporting Office on the amount of
intransit equipment recorded for the month.

(5) *Prepare JV for monthly depreciation (5X730, 56735), loss on
disposal (58200), transfers out (60210), transfers in (60110), additions (165XX), etc. The
summary pages of the G017-A04 will be used to support the JV.

(6) *The G017-A02 and A04 must be retained at the ALC to support the
trial balance.

(7) *Forward to OPLOC.

2. XTASK - Accounting for Facilities. Buildings and other structures used
more than 50% by DMAG and Minor Construction.

a. OPLOC:

(1) *Receive a JV for depreciation expense on a monthly basis from the
FSO with depreciation schedules. As required, additions and deletions will be included in
the JV with supporting documentation.

(2) *Review the H103 1R7 product or ad hoc queries monthly for minor
construction expenditures. Post to GLAC 16410 within the H103 Cash Disbursements JV.
The H103 1R7 or ad hoc queries will serve as the subsidiary ledger and will be filed with
the JV.

(3) *Annually reconcile the 7115 USAF Real Property Inventory List to
the general ledger. Request explanation of variance from FSO (Cost Accounting function)
if not provided.

(4) *Provide to Funds Control and Financial Reports Branch the values
of facilities recorded in the DMAG general ledger quarterly.
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(5) *Receive, review, and post JV.
b. FSO:
(1) *Buildings (GLAC 16210) and Other Structures (GLAC 16230).

€)) *Keeps in contact and coordinates with Civil
Engineering regarding their schedule for new construction and demolition

(b) * Review the SF022-003 for changes to the prior quarter.

(c) *Requests supporting documentation for additions and
deletions, e.g. AF Form 1441 or DD Form 1354, to support the changes.

(2) *Minor Construction (GLAC 16210)

(@) *Review the H103 1R7 or ad hoc queries monthly for
completions. NOTE: CSN ULOs will be zero.

(b) *Update the depreciation schedule.

(c) *Verify that the minor construction amount is not recorded
in the facilities amount.

(d) *Provide the explanation of variance between the 7115 and
the general ledger. (the 7115 and the explanation should be attached to the JV.

(3) *Prepare JV and forward to OPLOC.

3. XTASK - Accounting for Management Information Systems (MIS). DMAG
must account for unique ADPE software which it owns and controls.

a. OPLOC:
(1) *Receive and review JV for reasonableness and supporting
documentation for accuracy before posting JVs submitted by the FSO. NOTE: The cash

disbursements JV will update the software development account for disbursements.

(2) *Provide the amount of software development recorded for the month
to the FSO.

(3) *Receive, review, and post JV.

5-63



DFAS-DE 7040.1-M, Change 2
September 1997

b. FSO:

(1) *Must maintain a subsidiary ledger (contract number/MORD, CSN,
DSD, Acronym, etc.) and amortization schedules for all DMAG MISs. Software may be for
local use only or used ALC wide.

(2) *Must Maintain a subsidiary ledger for systems in development
(contract number/MORD, CSN, DSD, Acronym, etc.). Software may be for local use only or
used ALC wide. Update the ledger as required by the amount recorded in the H103-1R7
compared to the amount recorded by the OPLOC.

(3) *When the ULO for this effort is zero, inquire to the project officer as
to whether the system has been implemented. If implemented, move from the “in
development” subsidiary ledger to the “in use” subsidiary ledger.

(4) *As part of year-end processing, ensure all “in use” systems are still
operational.

(5) *Provide OPLOC with JV for reclassification(s) and amortization.
Supporting subsidiary ledgers should be attached to the JV.

4. *TASK - Trial Balance (TB) Reporting for Contract and Organic (DMAG-
AF) HAF ACF(M)7107.

*NOTE: One report is produced for each DMAG activity.

*Introduction: The DMAG-AF reports are being produced by a PC-based application-
HO69G (reference draft AFLC 170-412). HO069G will run at the OPLOCs to produce
accounting reporting; at DFAS-DE for consolidation and division level adjustments; at the
base level for management reporting; and at HQ AFMC for consolidation of the
management reporting.

a. OPLOC:
(1) Prepare Journal Vouchers (JV), (reference JV TASKS for detalils).

(2) *Post JVs.

Data Card Columns

SMA 1 Must be alpha (A-Z)

Clerk Code 2 Must be filled

Trans no. 3-4 Must be filled

Julian date 5-7 Must be numeric (0-9)
8-18 Leave blank
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Fund Code 19-20 Must be 6E
GLAC 22-24 Must be numeric (0-9) for fund code
GL subaccount 25-26 Must be numeric (0-9) if used,;
Cannot be zero filled (00);
Can be blank
27-48 No edit performed
Sales Code 49-50 Must be two position numeric,
when used
Document Number 51-58 Must be filled (edited only if column
69 has 7, 8, 9)
59-67 No edit performed
68 Must be blank
Ledger Code 69 May be blank or contain 7, 8, 9,
Amt 70-79 Must be numeric (0-9) except

column 79 can contain an X(11)
over punch to indicate CR
Card identification 80 Must be W

(3) Submit preliminary 7107 and non-normal Balance Report (from
HO69G) to FSO to obtain necessary documentation for the footnotes.

(4) Validate TB:
@ Proof of Accounts.

(b) *Obtain and reconcile HAF ACF(M)7113 Disbursements
and Collections Report. (Ensure TB & MAFR agree.)

(c) *Prepare Footnotes, incorporating the FSO’s input, for the
following:

Abnormal balances

AEUs (contract DMAG).

Prior year adjustments.

Interoffice transfers.

Change in accounting policy.

6 Intra-AFWCF sales, expenses, accounts receivable
(EQY), accounts payables, (EQY) WIP.

IO IWIN -

(d) * Compare to source documentation to include: (Should
normally be attached to the applicable JV)

1 Inquire to GO72D & H103 & HO69BQ.
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2 Inquire to GO72A, H103, G004B, HO69BQ, etc.

3 *The Unliquidated Orders Outstanding (UOQO) balances
reflected in the financial statements should be reconciled to the applicable source
documentation. For Material, the Material GLACs UOOs (GLFMs 94111 and 94151)
should be reconciled to the Stock Fund General Ledger. The remaining UOOs should be
reconciled to the H103 system. To reconcile these UOOs (GLFMs 94110, 94120, 94150,
and 94160), the formula is:

4 *QOrganic, Contract, FMP GLACs UOO - GLACs for
advances paid to contractors + Duplicate AEU accruals = H103 Fund Code 6E ULO
balances. While this computation should balance, the individual GLACs should be
validated to ensure this accuracy and to ensure that they are not double accounted in the
UOO balances.

(5) *The following procedures relate to the reconciliation of project
orders: The unproduced dollars in the incomplete work column of the Project Order Control
System should be reconciled to the unfilled customer orders in GLFMs 94310 and 94320.
GLAC 22510 Progress Billings - Customer - Progress Billing on Project Order Control
Record less Revenue on Project Order Control Record considering accounts receivable
(GLAC 13210) must equal GLAC 22510 at each month end. GLAC 94410 Customer
Orders Comp US Gov't - Revenue on Project Order Control Record less revenue carryover
from prior year must equal GLAC 94410 at each month. Also 94410 plus 94420 must equal
revenue (excluding invested capital used and scrap revenue).

(6) *Prepare, process, and sign the trial balance check list, attachment
3. Maintain the signed check list as part of the supporting documentation to the Trial
Balance

(7) *Submit 7107 (FGL28XXX.DAT) to Denver for consolidation. (9th
workday). If actuals are not available, estimates will be used and the report will be
submitted on time.

(8) *Submit 7107 to FSO (FGL11A.DAT file and FGL11B.DAT).
Request from HQ AFMC/FM are submitted to the FSO.

(9) *Submit footnotes to DFAS-DE (11th workday).

(10) *If an OPLOC discovers a problem, and determines there is a need
to correct the trial balance after it has been submitted to DFAS-DE, that OPLOC should
notify DFAS-DE by telephone. Provide a detailed nature of the problem, the amount of the
adjustment, and the impact of the error. DFAS-DE will advise the activity if correction and
retransmission can be made.
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(11) *Year End - Review each GLAC and determine the FY-end balance
to be supportable by documentation, as applicable resolve or remove any questionable
values included in the balance prior to submission to the certified trial balance. H069G
automatically closes nominal accounts, if they are properly annotated in the base's
Cumulative General Ledger File (FGL11A.DAT). To ensure that these accounts do close
to the proper closing account review the file maintenance screen according to AFMCM
170-412, and make any necessary changes.

*NOTE: Certain updates must be performed by DFAS-DE--HQ AFMC
consolidated adjustments. DFAS-DE will post all entries to the General Ledger from a
Journal Voucher (SF 1017-G). All JVs must be supported by appropriate backup material.
Entries to the General Ledger will consist of: (1) entries recording transactions for the
month, such as cash, or adjustments of these entries; (2) entries to record accrued
expenditures unpaid (AEU), and Intransit from DFAS-DE and Detachment 41; (3) entries to
adjust installation level accounts after their trial balances have been submitted, when
authorized by DFAS-DE; (4) entries reversing prior month’s reclassifications or
adjustments; and (5) year-end closing entries.

b. FSO:

(1) *Prepare JVs as specified in the tasks for DMAG-AF and transmit to
the DMAG-AF Section. JVs are to be signed by the preparer and reviewer with an effective
date. NOTE: The OPLOC will assign the JV number.

(2) *Receive preliminary TB and do research to obtain explanation for
the footnotes. FAX explanation to the OPLOC DMAG-AF Section (10th workday COB).

(3) *Receive and Input final 7107 (FGL11X.DAT file) into the HO69G
(brings FSO data to current status for the month and allows for printout of the 7118
Financial Statements for local distribution). Prepare financial reports for local distribution
(PDs and divisions).

(4) *If an installation discovers a problem, and determines there is a
need to correct the trial balance after it has been submitted to DFAS-DE, that installation
should notify DFAS-DE by telephone. Provide a detailed description of the nature of the
problem, the amount of the adjustment, and the impact of the error. DFAS-DE will advise
the appropriate activity if correction and retransmission can be made.

5. XTASK - Flash Report DD-COMP(M) 1445 (Due COB 6th Workday).
*NOTE: One report is produced for each DMAG activity.

a. OPLOC:
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(1) *Prepare JVs for the following GLACs:
133XX
155XX
21XXX
221XX
224XX
22510
602XX
941XX
NOTE: Estimates must be input if actuals are not available.

(2) Perform reasonableness check by comparing to last month’s TB for
unusual changes.

(3) Perform research and corrective action if necessary for unusual
balances.

(4) Submit by COB 6th workday to DFAS-DE.

(5) At EOM, compare Flash Report obligation total to the final TB
obligation. If variance is in excess of 10 per cent, an explanation must be submitted to
DFAS-DE. Additionally, the procedures will be examined and changed, if necessary, to
prevent future material variances.

b. FSO:

Support the OPLOC by performing research and providing explanations.
Reference items 3 and 5 above, as requested.

6. *TASK - Statement of Sources of Revenues Report (Due COB 9th
Workday).

*NOTE: This is an internal management product for HQ AFMC. (H069G will
remain at the FSO and HQ AFMC for management reporting.)

a. OPLOC:
No action.
b. FSO:
(1) *Input entries to HO69G.
(2) Submit to HQ AFMC/FM for consolidation.
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7. *TASK - Prepare the Repair Group Category (RGC) Report (Due 20th
Calendar Day).

*NOTE: This is an internal management product for HQ AFMC. Also use RGC
table.

a. OPLOC:
No action.

b. FSO:

Prepare input for HO69G.

*NOTE: RGC report is due on 20th calendar day of each month. The
G072A-Z29 second run is needed to prepare the input for the report. Use the Z29 actual
labor, material, operations overhead, general and administrative, other direct, earned
hours, actual hours and revenue for the report. Use the GO72A-N11 product total cost
column for WIP for each RGC. After the grand totals all match, the report is ready for
submission to HQ AFMC.

(1) Input entries to HO69G and compare report to input.
(2) Submit to HQ AFMC and respond to their inquiries.

8. XTASK - LOG-ACF(M) 7118 Analysis of Financial Status Due COB 18th
Workday.

*NOTE: This is an internal management product for AFMC.
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a. OPLOC:
No action.
b. FSO:
(1) Input budget targets annually or quarterly to HO69G.
(2) Submit budgetary targets to HQ AFMC/FM (FGL54AXX.DAT).

(3) Breakout budget targets by Product Directorate (PD) for Inclusion in
PD internal financial reports (profit and loss).

(4) *Distribute 7118 financial reports to budget with additional schedules
as required by local budget office.

(5) Budget submits report (narrative) to HQ AFMC by 18th workday.
9. XTASK - Perform Customer Order Update.
a. OPLOC:

Liaison between the FSO and the Accounts Receivable and Government
Branches.

b. FSO:

* Customer order acceptance is input to GO04B and automated AFMC
Form 181 system (reference, AFMCI 21-111).

10. *TASK - Customer Order Validation and Journal Voucher.
a. OPLOC:

*Review JV for reasonableness and supporting documentation for
accuracy before posting JVs submitted by the FSO.

b. FSO:

(1) *Establish Funds Classification Reference Number (FCRN) in the
G004L based on documentation provided by the customer:

*Ensure G0O04B agree with the signed-accepted customer order.
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(2) *Organic DMAG-AF maintains the Project Order by PCN/FY:
(@) X Input into local maintained project order control system.
(b) Compare output from the control system to the GO04B.

(c) Notify and maintain documentation requesting correction
of discrepancies and follow-up.

(d) *Prepare a letter listing GO004B discrepancies and
transmit to OPLOC DMAG-AF section requesting JV adjustment be input to the HO69G.
This will be reversed the first of the next month.

(3) *Prepare and submit worksheet detailing orders accepted to OPLOC
DMAG-AF section for use in updating the general ledger. Prepare EOM JV and Post to
G/L (GLACs 944xx, 943xx). Source: G004B.

(4) *Compare balances in G/L: Organic DMAG Use the G004B-FGA.

(5) *Reverse previous month's discrepancies.

11. *TASK - Prepare Accrual and Expense JVs by 3rd Workday for GO35A
Run. GLACs: 22XXX, 5XXXX.

a. OPLOC:
(1) Reverse prior month accruals.
(2) Compute accruals and forward to the FSO for the following:
€)) * Contract support (Examples: Equipment Maintenance,
Ground Support Equipment (GSE), Facilities Maintenance). Source: H103, HO69BQ and

Contract

(b) *Travel: Indirect only 55412, 56412 GLACs located in
RCCC field. Source: HO69BQ Retrieval.

(c) Training: Tuition books and fees. Source: DD Form
1556, Obligation from H103 or HO69BQ.

(d) *Civil Engineering Support (e.g., Base Utilities
Maintenance, and Facility Maintenance). Source: Civil Engineering and WIMS.
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(e) *Headquarters Support (Letters and MIPRs), DFAS
Support, JLSC and MSG. Source: Letters from HQ AFMC/FM

® Base Operations Source: Memorandum of Agreement
(MOA)/Inter-Service Support Agreement (ISSA).

(9) Hazardous Waste Source: Environmental Management
(EM) letter to OPLOC.

(h) * Communications/Printing & Reproduction.  Source:
MORD or MIPR provided by FM budget office.

0] * ADPE/Computer Support: Defense Megacenter (DMC)
Source: MIPR from DISA for DMC and payment history.

0) *Vehicle Support Source: MORD/MIPR and/or
payment history.

(k) * Equipment Rental Source: Contracts.
() * Custodial Services Source: Contracts.

(m) *Contract Engineering Technical Support (CETS)
Source: Contracts.

(n) *Mission Travel Source: GO72A-D15.
(0) * Shop Office Rearrangement Source: MIPR/Contract.

(P) Major Real Property Maintenance and Repair
(MRPM&R). Source: DMAG budget document.

(o)) *Workmen’s Compensation Source: HQ AFMC/FM.

(n *OPM support Workforce Restructuring Act ($80 per
capita based on number of personnel on hand as of 31 March of each year as provided by
local civilian personnel office). Source: Letter(s) from OPM.

(s) * Cash Awards Source: Provided by budget office.

(ty  Other accruals as required.
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(3) Post expenses as payments are made. As payments are made,
update 5XXXXX; at end of the month, the disbursements are recorded; update 21XXXX,
60260.

(4) Periodically, examine expenses to determine whether to accrue or
adjust the accrual computation.

b. FSO:
Provide assistance as requested.
12. *TASK - Prepare Other Direct Costs JV.

a. OPLOC:

*Receive, review, and post JV.
b. FSO:

(1) *Prepare JV to record direct travel expenses GLACs 524XX,
21120, 94120, 99000X. Source: GO072A-D15. Most other direct costs are travel. The
last eight digits of the JON is recorded in the order number field in HO69BQ.

(2) *If there are any contractual other direct costs, they will be
recorded in H103.

(3) *Contract Services. FMB is responsible for determining that a
particular contractual service is direct and for determining the rate per direct product earned
hour (DPEH) to be charged to the RCCC JON for which the contract support is required.
To figure the rate per hour:

€)) *From the official contract, obtain the total dollar value of
the contractual support.

(b) *Determine the workload and RCCC to which the
contract support applies and obtain from the MAWW workloader the number of units and
RCCC labor standard per unit to be produced during the period over which the contract is
to be performed. Use this formula to figure the rate per hour:

(c) *Total Contract Value - (Project Production Units X

Labor Standard Per Unit) = Rate per DPEH. Retain for support of expense schedule in (5.
F.) below.
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(d) *From the GOO4L obtain the DPEHSs for the JON/RCCC
designated to receive the contractual support costs. This may involve the manual addition
of DPEHSs for several operation numbers.

(e) *Multiply the rate from (2) above by the DPEHSs from (3)
above to figure the dollar value of contract support costs to be expensed for the accounting
period.

® *Repeat this procedure for each contractually
supported workload to compile source data for preparing PDT entries for input to
GO72A WIP.

(9) *Prepare a manual schedule showing the:

1 *RCCC/JON

2 *Workload identification (MDS/TMS/MSN/FSN)
3 *Total contract value

4 *xMonth/year

5 *Monthly DPEH

6 *Rate per DPEH to be expensed

7  *Monthly amount expensed

8 *Cumulative amount expensed
9 *Remaining balance

(4) *Review amount expensed on a quarterly basis and adjust the
rate if needed to ensure complete expensing of the contract cost over the
contract/workload period. Adjust the balance to zero upon completion of the supported
workload.

(5) *Coordinate cost classification with Cost Accounting so the cost
can be properly recorded in General Ledger Account 52569.
13. *XTASK - Prepare Revenue JV GLACs 4XXXX, 22510, 25110, 944X0,
943X0

a. OPLOC:
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*Review and post JV
b. FSO:
(1) Prepare the revenue JVs and forward to OPLOC.
@ Source: G004B-S1B after reconciling to GO72A
(b)  Adjust for customer funding shortfalls
(2) *Revenue reported by GO72A or GO04B which exceeds customer
funding or any customer order with questionable funding can be suspended in GLAC

18120. If not suspended, revenue up to the customer funding will be recognized and the
full costs will be recognized.

14. *TASK - Prepare the Work-In-Process (WIP) JVs for Allocated,
Unallocated and Unfunded WIP.

a. OPLOC:
(1) *Review and post JV.
(2) *Send copy of JV to FSO.

b. FSO:

(1) *Prepare the current month and reversal of previous month’'s WIP
JVs for allocated, unallocated, and unfunded WIP. Allocated and Unallocated GLACs
15111, 15112, 15113, 15131, 15132, 15133, and 57010. Unfunded GLACs 90112,, 90113,
and 90114. Source: GO072A-K11, K21, V06, NO7, GO35A-HOF and G004H-082 Local
Manufacture Suspense, 084 Cost Question Suspense.

2).
15. TASK - Prepare Incremental Revenue Recognition (IRR) JV.
a. OPLOC:
(1) Receive IRR with supporting documentation and post.

(2) Provide assistance as required.

b. FSO:
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(1) Prepare the IRR JV and the Reversal IRR for previous month and
input to the GL GLACs 4XXXX, 1511X, 57010, 132XX, 22510, 25110. Source: G030
Retrieval from VAX.

(2) Send copy of JV, with supporting documentation, to OPLOC.

16. *TASK - Prepare JVs for Asset Capitalization Program (ACP)/Capital
Purchases Program (CPP).

*NOTE: CPP is a Air Force Working Capital Fund (AFWCF) program to acquire
equipment, MIS, and Minor Construction greater than the capitalization amount and with a
life span greater than 2 years. It is treated as appropriated money.

a. OPLOC:

(1) *Prepare the JVs for ACP/CPP program authority GLACs 93XXX,
99500, 96XXX. Source: H103-1R7

(2) Update ULO and expenditures GLACs 93XXX, 95XXX, 96XXX.

(3) *Move the amount of CPP disbursements from 60262 to 60261.
Check to ensure net change for the month equals the net change for the 960X6 accounts.

(4) *When Program Authority equals cumulative prior receipts (ACP) or
AEP (CPP), prepare a JV to close the related accounts at EOY. Source: H103/CPAS.

b. FSO:

(1) *Periodically receive Budget Authority Letter from HQ AFMC/FMRI
for preparation of JV to establish/update the budget authority (GLAC 96XXXX).

(2) *Receive retrieval from CPAS or the H103-1R7 to verify the totals
against the Budget Authority recorded in the DMAG general ledger. Follow-up on
variances.

(3) Provide assistance as required.

17. *TASK - Prepare Labor JVs for Input to G/L.

a. OPLOC:
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(1) *Prepare JV for recording civilian payroll based on bi-weekly
disbursement.. Forward the FSO a worksheet summarizing by EEIC. NOTE: This will
include some off-line supplemental payments. GLACs 60260, 22XXX.

(2) *Review and post JVs.

b. FSO:

(1) Provide assistance as required.

(2) *Prepare JV to redistribute leave and benefits paid. GLACs 22XXX,
221XX.

(3) *Prepare JV to record GO37G civilian and military labor expenses.
The labor must be broken out by WG, GS, GM, Officer and Enlisted based on G037G PCL1.
GLACs 5XXXX, 22110, 21111.

(4) *Prepare JV to redistribute the leave and benefits accrual. 22110,
221XX.

(5) *GLACs 22110, 221XX. Source: G037G-PC1 (acceleration amount)
and Accelerated Labor Factor (percentages).

(6) *Prepare JV to record unfunded military (Combat Logistics Support
Squadron (CLSS)) labor based on G037G JB1 and HO069BQ. GLACs 915XX, 99000
(Reference AFMCM 177-360 and AFMCM 177-5.)

(7) *Prepare JV to record cash awards accrual based on annual target.
GLACs 22110, 55150, 56150.

18. *TASK - Prepare JVs to Record Accounts Receivable to G/L.
a. OPLOC:

(1) *Receive JV to record accounts receivable, supported by the control
register, received from FSO. GLACs 1322X, 22510, 25110, 25210.

(2) *Prepare JV to move accounts receivable from unbilled to billed
based on recording of bill number in HO69BQ as a filled uncollected order.

(3) Prepare a JV to record collections of accounts receivable based on
SF 1080 recorded in HO69BQ. GLACs 60250, 22510, 25110, 132XX.
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(4) Prepare a JV to reclassify accounts receivable by age based on
HO069BQ schedule received from the Accounts Receivable Branch. GLACs 132XX.

(5) Prepare a JV to transfer to DFAS-DE uncollectable accounts
receivable over 120 days delinquent on notification by A/R branch. GLACs 132XX.

(6) *Accounts Receivable written off are recorded as a bad debts
expense and are passed to the FSO to be recorded in GO35A as a General and
Administrative charge.

(7) *Review and post JV.

REFERENCE: AFR 177-102.
b. FSO:

(1) *Prepare progress billings based on G004B detail. Annotate SF
1080 as a progress bhilling.

(2) *Prepare completion billings/FMS worksheets based on G004B and
G072A-K15 (for FMS). Assign a six-digit bill number so as to link SAMIS reimbursement
billing request.

(3) *Annotate SF 1080 as a completion billing. Advise customers once a
month of the amount that has gone from advanced billing to completion billing.

(4) *Prepare advanced biling based on current AFWCF policy.
Annotate SF 1080 to reflect advance billing.

(5) *Prepare control register for each billing package (SF 1080) and
forward with SF 1080s to OPLOC. Establish a unique control number for each control
register consisting of the ALC, Julian date, and 3-digit sequence number (e.g., XX-ALC-
7031-001).

(6) Provide assistance as required.

(7) *Prepare and forward JV to record accounts receivable using the
control register as support.

19. *TASK - Prepare JV for Unliquidated Orders Outstanding(UQO).

a. OPLOC:
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(1) Prepare JV to record ULOs in G/L based on H103-3H1 and HO69BQ
less accrued expenses and duplicated ULOs. GLACs 94110, 99000.

(2) *Obtain outstanding invoices and accruals to adjust ULOs to UOOs
and then prepare JV.

b. FSO:
Provide assistance as required.
20. *xTASK - Prepare JV for Obligated Due-Outs
a. OPLOC:

*Prepare JV for obligated due-outs based on stock fund trial balance
(stock fund GLAC: 910, SC63) (DMAG GLACs 94111, 99000).

b. FSO:
Provide assistance as required.
21. *xTASK - Prepare JV to Record Customer Orders Completed in G/L.
a. OPLOC:
*Review and post JV.
b. FSO:

*Prepare JV to record customer orders completed based on GO72A-R05.
GLACs 944XX, 943XX.

22. XTASK - Prepare JV to Record Unfunded Pension Costs in G/L.
a. OPLOC:

Input JV provided by FSO.
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b. FSO:

(1) Prepare JV to record unfunded pension expense based on
percentage of Civil Service Retirement (CSR) personnel to total personnel times total
monthly personnel costs times 14.29 per cent (provided by HQ AFMC/FM). GLACs 91100,
99000.

(2) *Forward completed JV to DMAG/AF Section.

23. XTASK - Maintain Labor Costing Integrity (Reference AFMCM 177-360
and AFMCM 177-5).

a. OPLOC:
(1) Provide oversight assistance as required.

(2) Review G037G products for problems of materiality and follow-up with
FSO for appropriate action.

(3) Compute labor acceleration factor at beginning of fiscal year (BOFY)
and submit to FSO for input to GO37G. NOTE: The purpose of the labor acceleration
factor is to annualize the leave and benefits expense to prevent monthly distortion Review
at least quarterly for propriety.

(@) *CIVILIAN BENEFITS ACCELERATION FACTOR
FORMULA:

Regular Pay (Permanent + Temporary)
(Use RCS: DD-COMP (AR) 1092 Totals for Previous FY) $228,950

*GLAC 22151 (Annual Leave $ 19,171

*GLAC 22153 (Sick Leave) 10,300
*GLAC 22154 (Holiday) 8,769
*GLAC 22159 (Other) 514
Total Leave $ 38,754
Regular Pay Less Leave $ 190,196
Leave Factor (38,754/190,196) .2038

* Total credits to these GLACs for previous FY equal dollars paid for
these services.
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Total Benefits (GLACs 22121 - 22124) $ 49,960
(FERS, TSP, Health, Life, CSR and FICA)

Benefits Factor (49,960/228,950) 2182

FY Acceleration Factor 422

(b) *ACCELERATION FACTOR NOTES

1 *The objective is for end-of-year expense dollars in 12
monthly increments to equal total annual dollars disbursed. The Acceleration Factor
smoothes the monthly expense. For example:

0] *60% of the Holidays occur in 33% of the year.

(i) *Leave usage is heavy in November, December and
January due to use-or-lose time frame.

(iii) *Two months each year have three pay periods.

2 *The Acceleration Factor should stay constant for at
least October through June, or until the second month when three pay periods occur (or a
major ALC-unique condition is experienced).

3 *When the need to change the Acceleration Factor
occurs, estimate Expenses and Payments for the balance of the Fiscal Year. Adjust the
Factor accordingly, and notify DFAS-DE/ANMC and the HQ AFMC Financial Services
Office (FSO).

4 *In determining expenses for the fourth quarter, the
accrual for unpaid work and leave for that pay period must be taken into consideration.
Year-end accrual in GLAC 22110 (Accrued Salary and Wages), and accruals in benefits,
plus balancing GLAC 22151 (Funded Annual Leave) with the balance on the Summary
page of the 6E Management Product One, are also very important.

(4) *Adjust payroll accrued liabilities to actual for end-of-fiscal-year
(EOFY). The balance in this account at FY-end will reflect the unpaid salaries and wages
plus the estimate of salaries and wages for the last partial pay period plus an estimated
amount for annual leave, sick leave, and other leave taken during the last partial pay period
of the FY. The following adjusting entries are required:
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€)) *To bring GLFM 22110 balance into agreement with the
unpaid salaries of the payroll system at the end of the last full pay period of the FY when
payroll balance exceeds the GLFM 22110 balance. Debit 52110/55110/56110 Credit
22110.

(b) *To bring 22110 balance into agreement with the
unpaid salaries of the payroll system at the end of the last pay period of the FY when the
22110 balance exceeds the payroll balance. Debit 22110 Credit 52110/55110/56110.

(c) *To record the estimate of salaries for the last partial
pay period of the FY. Debit 52110/55110/56110 Credit 22110.

(d) *To record the estimate of annual leave taken during
last partial pay period of the FY. Debit 22151 Credit 22110.

(e) *To record the estimate of sick leave taken during the
last partial pay period of the FY. Debit 22153 Credit 22110.

® *0 record the estimate of other leave taken during the
last partial pay period of the FY. Debit 22159 Credit 22110.

(9) *Accrued Annual Leave - Civilian. The FY-end balance
in this account will reflect the amount of leave liability owed to employees through the last
full pay period plus the estimated annual leave accrued for the last pay period less the
estimate of annual leave taken during the last partial pay period of the FY. The following
adjusting entries are required. Debit 56161 Credit 22151.

(h) *Accrued Sick Leave - Civilian. This account does not
reflect a liability to employees. The balance reflects the variance between estimated sick
leave to be taken and actual sick leave taken. The following adjustments are required:
Debit/Credit 22153 Debit/Credit GLFM 56162-- To zero FY-end balance

() *Accrued Other Leave - Civilian. This account does not
reflect a liability to employees. The balance reflects the variance between estimated other
leave to be taken and actual other leave taken. The following adjustments are required:
Debit/Credit 22159 Debit/Credit 56163-- To zero FY-end balance.

()] *2212X, Accrued Personnel Benefits - Civilian. This
account will reflect unpaid amount of DMAG. Funds for personnel benefits as of the last full
pay period plus the estimate for the last partial pay period of the FY. The following
adjustments are required: Debit/Credit 2212X Debit/Credit 56170.

(k) *Amount of accrued personnel benefits incurred for
personnel loaned to another DMBA installation and are not paid by the borrowing
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installation. Amount of accrued personnel benefits incurred for personnel loaned to another
DMBA installation and are not paid by the borrowing installation. Debit 2212X Credit
60230.

(5) Process SFs 1080 forwarded by FSO. Record SFs 1080 in the
HO69G.

(6) Examine unusual/extraordinary mass movement of labor hours from
direct to indirect and indirect to direct. Initiate corrective action as necessary.

(7) Review all labor disbursements for propriety seeking reimbursement
or reclassification where appropriate.

(8) *Coordinate and monitor system changes for impact on accounting
procedures (G037G).

(9) *When it is necessary to accomplish JON costing of actual direct
labor, compute as follows:

€)) * Get the actual hours by duty code (11,12) identification
and RCCC from the G0O37G system.

(b) * Get production count earned hour data from the GO0O4L
system.

(c) *Determine a direct product actual hour (DPAH) vs
direct product earned hour (DPEH).

(d) *Apply the factor produced in ¢ above to the JON
earned hour accumulation received in b above. The result is the calculated actual hours for
each JON. The formula for doing this is: DPAH (G037G)/RCCC = JON Application Factor;
DPEH (G004L)/RCCC (JONAF); JON DPEH (G004L) x JONAF = Computed actual
Labor; hours for Individual JON.

(e) *Apply the computed actual labor hours to the
appropriate RCCC hourly rate; i.e., direct or indirect. The result is the amount of actual
labor costs for the JON.

® * These steps apply to both funded and unfunded costs.

b. FSO:

(1) *Maintain labor costing integrity of Labor systems. Act as OPR for
H117, and GO37G.

5-83



DFAS-DE 7040.1-M, Change 2
September 1997

(2) Provide Time and Attendance (T&A) and G037G training as required
to functional areas. Update training materials as needed.

(3) Perform periodic quality checks on labor input (reference AFMCR
170-10, chapter 8).

(4) Research, document, and submit discrepancy reports to system office
of primary responsibility (OPR) when identified.

(5) *Provide to DMAG-AF Section at the OPLOC the following G037G
products: XF1 Exception Listing, G61 and G71 Labor Assignment reports, H41 Unmatched
Labor to Payroll, H42 Payroll/Labor Reconciliation Evaluation List, H43 Unmatched Payroll
to Labor, H31 Computed Pay Rates, EI1 Labor Hour Summary, JB1 Duty Cost Code List,
FD1 Labor Summary & Effectiveness Report End of Month, PC1 Civilian and Military
Comprehensive Labor Report.

(6) Provide reorganization assistance (RCCC, FC, Skill Code, etc.).
(7) Update G037G distribution tables as appropriate.

(8) Provide liaison assistance between payroll and Depot Maintenance
organizations.

(9) Work with budget personnel and product directorates to resolve
labor/payroll mismatches.

(10) Review accepted transaction and daily-error suspense report and
coordinate corrections. Adjust GO37G as appropriate for labor errors uncorrectable through
H117.

(11) Adjust GO37G labor pay-rates as needed.
(12) Compute reimbursement for out-of-directorate loans based on actual
hours and accelerated rate. Prepare and forward SF 1080 to Receivables Branch, DFAS-

DE for processing after coordination with the borrowing organization.

(13) Responsible for scheduling runs in coordination with interfacing
systems.

(14) Verify monthly that earned hours in GOO4L equal earned hours in

G037G. During the last week of the month, verify that each RCCC has earned hours vs
actual hours. Contact PD for corrective action.
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(15) Examine unusual/extraordinary mass movement of labor hours from
direct to indirect and indirect to direct. Initiate corrective action as necessary.

(16) Investigate/validate military personnel in GO37G to military personnel
flight records, and take corrective actions needed.

(17) Evaluate suggestions relating to system changes.

(18) Verify manual inputs using the GO037G-R1 listing for errors and
corrective action as needed.

(19) Provide assistance in development of labor rates and accrual factor as
requested.

24, *TASK - Operate and Maintain Maintenance Material Costing System
(Reference AFMCM 66-53)

*Material costs are identified to the RCCC in which the material is used as direct or
indirect costs. Direct material costs are further identified to a JON representing the
production item on which the item is used. Shop transactions are also identified as to
source (Maintenance MIC/Pseudo MIC, DMSC or Direct Line Issue) by transaction register
ID codes (TRID). Indirect material is identified to supplemental accounts by use of "U"
prefixed control numbers in the transaction document. The same stock number cannot be
treated as both direct and indirect material within the same RCCC.

The following provides the different categories of material and their relate cost code:

Direct Expense Material (Funded). This is expense material only, that is, material
cost codes "A”, and "R". It is costed at standard cost.

Direct Exchange Material (Funded) (RSD). This is made up of exchange material
cost codes "B", "G". Itis priced at exchange price (surcharge plus repair cost).

Direct Exchange Material (Unfunded). This is made up of material cost codes "E" or
"J." Itis priced at the latest average cost to repair the item.

Direct Non-exchange Material (Funded) (RSD). This is made up of material cost
codes "S" or "U". ltis priced at standard.

Direct Exchange Material (Maintenance of DME, Funded) (RSD). The material cost
code is "K". It is priced at exchange price(surcharge plus repair cost).
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Direct Exchange Material (Maintenance of DMBA DME, Unfunded). The material
cost code is "Y". ltis priced at the latest average cost to repair item.

Direct Expense Material (Maintenance of DMBA DME, Funded). The material cost
code is "W". ltis costed at standard costs.

Direct Material Other (Unfunded). The cost basis for each of the following material
cost codes (i.e., cost codes D, M, T, Z, and X with other than U in the first position of JON)
is the full stock list price. (NOTE: cost code "X" could be free issued.)

Indirect Material. Expense material, cost code "L" (funded) and "X" (unfunded) with
"U" prefix control number. Indirect material is that material which is required in the overall
maintenance function but is not specified by a work authorization document for a particular
job order.

Indirect Production Material (U6100). That production material that enters into or
becomes a part of the functional characteristics of a product under depot maintenance or
is consumed in the maintenance process, but cannot be readily identified to a specific
product. Examples of such material are bolts, nuts, washers, common use paints, etc. The
cost of such material is charged to all end items within a cost center on an apportionment
basis. Those items that are excess and are not needed shall be returned to the inventory
stock account.

Shop Operating and Housekeeping Material (U6300). Material required for RCCC
operations: that is, used in operation of machinery, equipment and tools; supplies (not to
include parts) for repair, modification, and manufacture of production items, and supplies
for maintaining cleanliness of shops and production personnel.

Office Operating Material (U6400). Material which is required to perform
administrative functions or maintain office operations, such as pencils, paper, adding
machine tape, and diskettes

Aviation Fuels Products (U6511). Petroleum, oils and lubricant (POL) products
issued by the Fuels Division, AFSF, and used in the depot maintenance repair/overhaul
process other than those used in operation of shop machines, equipment, and tools.
Includes ground POL products classified as General Support Division (GSD) material, and
aviation fuels used in engine test and flight test.

Ground Equipment POL (U6512). Gasoline and oil consumed by maintenance
vehicles and ground power equipment obtained from Fuels Division, AFSF.

Special Fuels. Under Shop Support (U6513).
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Tools and Equipment (U66XX). Expense production tools, tools accessories, and
equipment other than office equipment, having a unit cost of less than $50,000.

U6610: All hand tools issued through the tool crib for mechanics tool kits and their
accessories (all 5100 and 5200 stock class such as drill bits, hacksaw blades, rotary files,
etc.).

U6620: Equipment and machinery type tools, tooling and accessories.
U6630: All others (Equipment).

Office Equipment (U6700). Expense office equipment having a unit cost of less than
$100,000.

Defective Work and Spoilage (U6800/U6812). Rework consists of restoring an end
item to a serviceable condition when that item was repaired by the TRC, put into stock or
service, and found to be defective due to the TRC workmanship or use of faulty or improper
materials or mishandling. Charge the material used to do the restoration to service ability
to control number U6800 with cost code L for those normally costed under codes A, L, or R;
or to control number U6800 with cost code X for those items normally costed under codes
D and M; and to control number 6812 for those items normally costed under codes B or G
(blank job designator in all cases). Requests for material will include U6800 (or U6812 for
exchange items) with the proper cost code and a "blank” job designator. Labor is charged
to duty code .2614 within responsible RCCC.

Preventive Maintenance and Facility (U69XX).
Use U6910 for repair, modification, or construction support to plant management.

Use U6920 for material from or to contract Precision Measurement Equipment
Laboratory (PMEL).

Use U6930 for material from or to contract Government Support Equipment (GSE).

Use U6999 for return of Command Reach Program (CRP material). CRP applies to
those unused parts (i.e., rivets, screws, bolts) sorted from CRP material placed in trays and
pallets throughout the maintenance work areas and stored awaiting disposition.  Unused
parts are identified to an NSN, part number, unit of issue, and quantity. This program
recovers assets rather than processing them as scrap from production because the identity
is not readily available. Also, no material can be issued against Control Number (U6999).
Any excess CRP material will be turned into Supply by Maintenance CRP manager's per
AFM 67-1, Vol lll, Part 2, Chapter 4. CRP material documents will be prepared to turn into
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Supply using the Document Identifiers (D6A or D6M only), Control Number (U6999), and
Cost Code (L). XD XRP material from GO04H system valid/invalid lists.

Protective Clothing and Individual Equipment Items (U8000). Clothing and individual
equipment items worn for protection or safety during the performance of assigned duties.

Hazardous Waste Minimization Program - Production Over/Head (Material) (U7000).

Hazardous Waste Minimization Program - G & A Over/Head (U7500).
Office Supplies - Production Over/Head - G & A (U7700).

Office Equipment - Production Over/Head - G & A (U7800).
a. OPLOC:

(1) Perform oversight review of G004H-081-DO-MDA, Actual Material
Cost Valid Listing, for abnormally large amounts, D6RM transaction reversals with money
amounts and D6AM transactions with unserviceable condition codes. Coordinate
corrective action as necessary with FSO.

(2) *Perform oversight review of G004H-084-DO-MDA, cost question
suspense, to verify timely corrections are made. If corrections are untimely or suspense
unusually large, request explanation from FSO for possible footnote to financial statements.

(3) Coordinate and monitor system changes for impact on accounting
procedures.

*NOTE: Any material cash disbursements need to be posted to the general
ledger and pass to FSO for input to cost system (material disbursements after the third
workday will be recorded as unallocated WIP).

b. FSO:
(1) OPR for GO0O4H Maintenance Material System.

(2) Monitor and request new “U” codes. (U codes indicate indirect
material.)

(3) *Verify daily DOO2A and DO35K tape interfaces using the GO04H-
085-DO-MDA, Actual Material Checkpoint Data Listing. Check the Julian dates to ensure
that there are no duplicate days or missing days. Schedule reruns as necessary. Use the
DO02A FO09 interface listing for use in validating tape interface dates. NOTE: Reruns need
to be coordinated with all users (e.g. VAX, CPPM).
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(4) *Review G004H-081-DO-MDA, Actual Material Cost Valid Listing, for
abnormally large amounts (especially during the month of October), D6RM reversal
transactions with money amounts, and D6AM transactions with unserviceable condition
codes. Coordinate corrective action as necessary with appropriate maintenance activity.

(5) *Verify manual inputs using G0O04H-011-DO-MDA, Actual Material
Cost Card Inputs Checkpoint Listing for errors and initiate corrective action as needed.

(6) *Verify beginning totals of G004H-081-DO-MDA, Actual Material
Cost Valid Listing, are the same as the ending totals for the previous day. Previous total
should be zero at the beginning of the month.

(7) *Review/correct suspended transactions (CA in the corrections
CORR CDE) in the G0O04H-084-DO-MDA, Cost Question Suspense List. Use the D002
FO9 to make corrections to suspended transactions from the DO02A. Delete the disallowed
credits (e.g. FIA code 680). Delete the disallowed credits (e.g. FIA code 680) for the
DO035K suspended transactions.

(8) Provide guidance and training to Depot Maintenance personnel on
types of errors frequently encountered on the Cost Question Suspense.

(9) *Prepare and process the following manual inputs to the GOO4H or
GO035A: Transactions will be provided on AFMC Form 266, Actual Material Cost Worksheet
or can be posted by using the format in KEYPLUS (Ref. TY SYSNM). These transactions
represent intra-system corrections detected by Maintenance and Cost Accounting in
reviewing the Actual Material Cost - Daily Valid (A-GOO4H-081-DA-8DA). Two hand
scribed entries are required for each transaction to be corrected. The first entry will be
hand-scribed from the Daily Valid Listing and will contain the appropriate action code (in
columns 46-47) to reverse (R or blank in column 69) the original entry. The second entry
will contain only those fields which are erroneous in the first entry and the appropriate
action code to establish the proper entry. All other fields will be duplicated from the first line
entry by Cost Accounting.

@ Local purchases (includes IMPAC, etc.).
(b) Petroleum, Qils, & Lubricants (POL).
(c) Special Fuels.
(d) *Medical/Dental
(10) *Upon receipt of the Monthly Actual Material Cost Recap Summary
(GO04H-141-MO-8MO) and the Monthly Actual Material Cost (G004H-143-MO-8MO),

reconcile the total costs on each report. (Compute the gross charges for the month by
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adding the daily valid charges and the ending Actual Material Cost Question Suspense
(G004H-084-DA-8MA) and subtracting the Question Suspense Balance as of the end of
the previous month.)

(11) *Monitor system changes for possible impact on accounting
procedures.

(12) *Request Material History Interrogations as needed for the current
month (indirect activity), and two year history for active JONs (direct material). Cost
Accounting personnel will request data via the KEYPLUS (Data Entry System) or
equivalent, in the following formats: actual material expense interrogation by JON (A-
G004H-091-DA-8DA), NSN (A-G004H-092-DA-8DA), and RCCC (A-G004H-093-DA-8DA).

Field Description Chara_Card Col __Instructions
Card Identifier 3 1 " Ibb","NSN",
or "RCCC"

2 4 Blank

Production Number 6AN 6 PAI

JON Suffix 3AN 12 "

RCCC 3AN 15

Operation Number 5AN 10

NSC 4AN 25

NIIN 9AN 29

MMC 2AN 38

Cost Code 1A 40

0601C Condition Code 1AN 41

MIC Year 2N 42

MIC Day 3N 44

Budget Code 1AN 47

Requesters Office Symbol 6AN 48

Requesters Name and Address 26AN 54 PAI
1 Blank

*NOTE 1: Card Identifier (card column 1)
Ibb = Job Order Number Sequence
NSN = National Stock Number Sequence
RCCC = Resource Control Number Sequence

*NOTE 2: 0601C Condition Code (card column 41)
1 = Serviceable
2 = Repairable
3 = Condemned
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*NOTE 3: If a field is left blank, all of the values of the corresponding data
elements will appear on the report.

*NOTE 4: Enter the information needed to identify the recipient of the
requested data. This entry will be displayed verbatim in the lower right corner of each
page answering the request and will be used for distribution.

(13) *RCCC Conversion. Submit requests through KEYPLUS; or on AF
Form 1530, in the following format (NOTE: This only works when all workload in one RCCC
is transferred to the same New RCCC. If the workload is broken up, it must be
accomplished manually):

Field Card
Description Characteristics Column Instructions
Card Identifier 8 AN 1 "RCCC-CONV"
2 9 Blank
Old RCCC 5 AN 11 PAI
5 16 Blank
New RCCC 5 AN 21 PAI
5AN 26 Blank
Production Number 6 AN 31 PAI or leave Blank
44 37 Blank

(14) *Review and update product distribution table as needed. Ensure
OPLOC DMAG-AF section is on distribution for GO04H-081, 082, and 084 EOM products.

(15) *Research delinquent cross-reference (i.e., DF1 w/o D6 on D035J),
document and request refund. Review D9B billings on the D035J-401 at EOM for validity
of the charge. NOTE: Inquire the EPS to check if the D9B was a cross-reference, if so
request billing reversal.

(16) *Research material problems encountered to determine if there is a
systemic problem. If necessary, initiate/submit DRs to appropriate local system OPR for
corrective action. If there is a significant impact to the financial statements a footnote, citing
DR#(s), should be provided to the OPLOC DMAG-AF section. NOTE: DR(s) are applicable
to any system affecting material transactions.

(17) Develop, generate and forward system change requests to command
system OPR.

(18) *Reconcile material costing (GO04H-143) to material billings (DO02A-

MO05 & D035J-601) and manual inputs. Research and initiate corrective action. Expense
those items for which corrective action cannot be obtained in GLAC 55699.

5-91



DFAS-DE 7040.1-M, Change 2
September 1997

25. *TASK - Prepare Material JVs for Recording in G/L (Reference AFMCR
170-10, Chapter 9).

a. OPLOC:

(1) *Review JV for reasonableness and supporting documentation for
accuracy before posting JVs submitted by the FSO. NOTE: The cash disbursements JV
will update the material accounts for disbursements.

(2) *Prepare a JV to record material payable based on D0O02A-MO5,
D035J-601-AR-L42. GLACs 21120, 14210. Forward a copy of the JV to the FSO.

b. FSO:

(1) *The following JVs and supporting documentation will be forwarded
to the OPLOC AF-DMAG:

(2) *Prepare JV to record material expenses for the month based on
G004H-143. GLACs 5XXXX, 14210.

(3) *Prepare JV to record net backorder cancellations (F7A) and non-
credit returns based on D035J data query retrieval. GLACs 55690, 55651, 14210

(4) *Prepare an accrual JV to record special fuels expense based on
documentation from the fuels office if GOO4H is not updated before closing. If the accrual
JV is made, it must be reversed the following month. GLACs 55613, 22410.

(5) *Prepare a JV to record changes to the Material Inventory Centers
(MIC) balances (Awaiting Parts (AWP), courtesy storage, local manufacture(MX, MY, &
MZ) based on DO35K retrieval (reference AFMCR 66-53). Monthly, the DO35K-A31-MO-
LO5 is used to adjust the MICs values. Quarterly, the DO35K-B90-QR-L09 is used as the
official inventory source for reconciliation. GLACs 14130, 14210, 55691, 55699.

(6) *Prepare a JV to update floating stock balance monthly based on
D035J data query retrieval (monthly) and DO35K-B75-QR-L11 (quarterly). GLACs 14120,
14210, 55651, 55699.

(&) ®*NOTE: Floating Stock/Spares. Floating stock are ERRC
coded "XD2" items authorized for retention by depot maintenance to support job-routed
maintenance production, or due in from maintenance/due out to maintenance(DIFM/DOTM)
exchange. A floating stock item may be at the assembly, subassembly or component level
of the end item being repaired. When the serviceable floating stock item is attached to the
next higher assembly in the buildup/reassembly process, the unserviceable that originally
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generated from the higher assembly earlier in the disassembly process becomes the
floating stock asset, even though it is now in an unserviceable status. This unserviceable
floating stock asset will then be either repaired or exchanged for a serviceable asset. In
either case, the "new" serviceable floating stock asset then becomes the floating stock
awaiting use. The floating stock asset may be a stock fund item which the DMBA must
purchase or it may be an investment funded (alpha budget code) which is issued to the
DMBA without charge (can be considered customer furnished materiel). The most common
scenario is for depot maintenance to purchase floating stock using a "D7A" transaction with
a type transaction "F". This transaction will establish a floating stock detail in DO35K. A bill
from the Supply Management Business Area (SMBA) to the DMBA for the purchase of the
floating stock is generated in the D035J system. DMBA records this as an asset in GLAC
14120 at the standard price and reimburses the SMBA. At such time that it is decided to
eliminate or reduce a floating detail, the floating stock is turned into supply using a "D6A"
transaction with a type transaction "F."

(7) *Prepare an annual JV to record stock list changes. Request a
DO035K data query after stock list changes have been processed in October for the new
fiscal year. Compare balances to Sep 30 balances, excluding October transactions;
difference is the price change. GLACs 14120, 14210, 55691.

(8) *Prepare a JV to record value of material consumed in the statistical
accounts based on GO04H-143. GLACs 914XX, 99000.

(9) *Prepare a JV to record unfunded exchangeable and expense
material based on GO04H-143. GLACs 917XX, 99000, 91800.

(10) *Prepare a JV to record material purchases in statistical accounts
based on D035J and DO02A-M05. GLACs 980XX, 99000.

(11) *Run a DO35K data query for review and input to GOO4H of issues
without control numbers; most will be MIC and floating stock but some will need to be input-
if material.

26. *TASK - Operate and Maintain Depot Maintenance Budget and
Management Cost System (G035A)

*Guidance and procedures contained in DoD, Air Force, and AFMC publications
assist in determining and often mandate classification of cost as direct or overhead.
Overhead cost is further classified depending on whether or not a cost can be directly
and economically identified to a specific area of direct production effort. Costs meeting
this criteria are production overhead costs. All other overhead costs are general and
administrative overhead costs. REFERENCE: AFMCM 177-20.

a. OPLOC:
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(1) Perform oversight review of GO35A Depot Maintenance Budget and
Management Cost System for unusual amounts. Coordinate corrective action as
necessary with FSO.

(2) *Provide the FGL11A.DAT and the FGL11B.DAT for GO35A
transaction updates.

(3) *Reconcile the trial balance to the GO35A-HF3 (attached to the JV).
Differences are used for the unallocated WIP JV and subsequent input.

(4) Coordinate and monitor system changes for impact of accounting
procedures.

b. FSO:

(1) Update and maintain Production Administration Table and
Consolidation Table Master, due by 3rd WD.

(2) Act as OPR for the GO35A system. Develop, generate, and forward
system change requests to command system OPR. Update product distribution table as
necessary.

(3) *Update transaction file based on input from DMAG-AF section
(OPLOCQC), F1, F4, and F7 input. An HO069BQ retrieval should be used to validate the
amounts.

(4) Notify programmer to update depreciation file (IDEAL).

(5) Prepare and complete GO35A validation checklist to ensure all
interfaces are processed correctly.

(6) Prepare and complete GO35A to HO69G reconciliation.
(7) Prepare and complete GO35A to GO72A reconciliation.
(8) Process interrogation requests and provide training as needed.

(9) *Reconcile input to GO35A-HFB. Differences are used for the
unallocated WIP JV and subsequent input.

(10) *Process Operating Cost Based Budgets (OCBB) in coordination
with DMAG Budget Office.
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(11) Validate system changes.

(12) *Input building depreciation information into GO35A for inclusion into
the building depreciation data base (IDEAL). Source for new minor construction projects is
the paid contract/work order in H103. Civil Engineers provide a report upon request for
buildings and the ownership of the buildings. Use the current AFWCF policy on facilities
and depreciation when updating the database.

*NOTE: The minor construction projects can be tracked by the Control Serial
Number (CSN).

27. XTASK - Depot Maintenance Industrial Fund, Cost Accounting and
Production Report-ALC (HO36A). .REFERENCE: AFMCM 171-226.

NOTE: This is an internal management report.
a. OPLOC:
No action required.
b. FSO:
(1) Request new weapons system codes from HQ AFMC/FM.
(2) Correct rejected transactions on File Maintenance Error List.

(3) Reconcile HO36A recap to HO69G General Ledger and explain all
differences greater than two percent.

(4) *Ensure GO72D Contractor Facility Field Error List (L45) is worked.
This monthly lists contracts which do not have a cage code and have accumulated cost
greater than $10,000.

(5) Send report to HQ AFMC/FM.

(6) Act as OPR for the HO36A system. Develop, generate and forward
system change requests to command system OPR. Update product distribution table as
necessary.

28. *TASK - Equipment and Equipment Depreciation (G017), Management
Information Systems (MIS) and Minor Construction.

5-95



DFAS-DE 7040.1-M, Change 2
September 1997

a. OPLOC:

(1) Maintain subsidiary ledger for equipment Intransit. Individual items
are tracked by Control Serial Number (CSN).

(2) Input equipment into the Intransit account based on payments from
H103.

(3) Remove equipment when picked up in the GO17.

(4) Coordinate costs of equipment with G017 monitor or equipment
custodian through the FSO.

(5) *Initiate follow-up, in concert with the FSO, on equipment
discrepancies.

(6) Reconcile current month ending balance to obtain all needed General
Ledger entries.

(7) *Ensure AFWCEF policies are being followed.

(8) *Maintain subsidiary ledger for MIS and minor construction in
development.

(9) Additions are based on H103 disbursements. Deletions and
reclassifications are based on the final bill.

(10) Coordinate with the FSO for minor construction projects.

b. FSO:

(1) Act as liaison to resolve problems between OPLOC and G017
monitor.

(2) *Coordinate reclassification actions on minor construction projects
with Civil Engineers (CE) and DMAG plant management office in an effort to achieve
consistency.

(3) *Non-local MIS additions are based on input from HQ AFMC/FM.

29. X*TASK - Monitor and Update the Depot Maintenance Cost System
(GO72A).
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REFERENCE: Draft 66-105.
a. OPLOC:

(1) *Record the other Direct Costs cash disbursements and forward a
copy of the support to the FSO for KA16 input..

(2) *Perform final coordination with the FSO before preparing JVs.

(3) Reconcile Z29 product to the General Ledger for significant
differences. Research differences and make corrective action as appropriate.

(4) Reconcile Work-in-Process (WIP) in General Ledger to the GO72A as

follows. Compare Cost of Goods Sold computed as in Method | and Method Il below. Any
difference is unidentified WIP, which should be researched and explained if material.
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METHOD |

Beginning WIP (G/L)

+ CY Production Costs

= Total Cost to Account for
G072A-N11 Allocated

+ G072A-D03 Unallocated
= Total Ending WIP

Total Cost to Account for

- Total Ending WIP

= Cost of Goods Sold (COGS)

METHOD Il
Beginning WIP (G/L)
+ CY Production Costs

= Total Cost to Account for

:9,9,9,9,9,9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9,9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,9,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9,9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9.0,0.0.4

Cost of Goods Sold (GO72A-Z27) XXXXXXXXXXXXXXXXXXX

+/- Adjustments

= Total Cost of Goods Sold
Total Cost to Account for

- Total Cost of Goods Sold

= Total Ending WIP

:9,9,9,9,9,9.9.9.9,.0,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9,9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9,9.9.9.9,.9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9.9.9.9.9,9,9,9,9,9,.9,0,0.0.4

:9,9,9,9,9,9.9.9.9,9,9,9,9,9,.9,0,0.0.4
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NOTE: Examples of discrepancies rejected in file maintenance in GO72A,
reflect erroneous other direct costs.

b. FSO:
(1) Input unplanned Other Direct Costs, typically only mission TDY costs
on permanent Job Order Numbers (JON). Due 2nd WD. (KA16 input format) Source:
HO069BQ, 524XX GLAC in the RC/CC field.

(2) *Review the settlements vs estimated mission travel to determine
whether a KA45 transaction is necessary.

(3) *Reconcile “K” products to the “R” products.

(4) After GO35A validation, notify surveillance programmer to continue
GO72A runs, job streams KA through NA (pre-file adjustments).

(5) Review GO72A-K21 interface and validation review.

(6) Check that prior month EOM balances were the beginning month
balances for the current month.

(7) Verify the Direct Product Earned Hours (DPEH) with the GOOAL.
(8) Verify the Direct Product Actual Hours (DPAH) with the GO37G-D2.
(9) Verify Direct Labor costs with the GO37G-JV1.

(10) Verify Actual Material Cost with the GO04H-143.

(11) Verify Overhead costs with the GO35A-HOG.

(12) Verify Other Direct costs with the GO72A-D17.

(13) Initiate reruns with GO72A monitor.

(14) Prepare and input sales adjustments as necessary (e.g., KA36 input
format).

(15) Advise surveillance programmer to pick up file maintenance and
continue job streams.

(16) Reconcile KA runs with the R runs.
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(17) *Input file maintenance (KA45) within timeframes provided by the
OPLOC (DMAG-AF). Estimates in GO72A are overlaid with the actual TDY expenses in
this process.

(18) Review GO72A-VO06 for file maintenance.

(19) *Keep OPLOC DMAG-AF apprised of status of job streams.

(20) Act as liaison to GO72A system monitor to ensure distribution of
products.

(21) Forward list of sales adjustment actions to OPLOC.

(22) Reconcile “Z” products to the “R” products. Forward copy of the Z29
(first run) after reconciling for use in the G/L validation.

30. TASK - Miscellaneous
a. OPLOC:

(1) Provide assistance as requested. Participate as team member, such
as BPR, IPT, PAT, etc.

(2) Evaluate suggestions.
(3) Perform internal control reviews.
(4) Perform End-of-Year (EQY) procedures per DFAS-DE.
(5) Provide briefings as required.
b. FSO:

(1) Provide assistance as requested. Participate as team member, such
as BPR, IPT, PAT, etc.

(2) Evaluate suggestions.
(3) Perform internal control reviews.

(4) Request new GLACSs to support mission requirements.
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(5) Process reimbursements and refunds as necessary for things such as
Foundry of the Future, PMEL, civilian workload.

(6) Provide briefings as required.
(7) Provide assistance in preparing budgets as requested.

31. TASK - Provide Financial Coding Package to the OPLOC Accounts
Management and Recon Branch

a. OPLOC:
Coordinate the FSO'’s financial coding package.
b. FSO:

Develop, update, obtain OPLOC'’s coordination, and send financial coding
package to the OPLOC Accounts Management and Recon Branch.

32. *TASK - End-Of-Year CLOSE-OUT.
a. OPLOC:
(1) *Receive close-out letter from DFAS-DE

(2) *Coordinate close-out activities to include system run schedules and
reporting with FSO

b. FSO:
* Receive close-out letter(s) and initiate actions as required.
33. XTASK - End-Of-Year Procedures
a. OPLOC:

*Perform Year-End Labor Adjustment in coordination with the FSO to
ensure year-end labor accruals reflect the actual liabilities.

b. FSO:

Provide labor adjustments to OPLOC for year-end liabilities
(Management Product #1, biweekly product from payroll).
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34. *xTASK - Review of Vouchers for Correct GLAC.
a.. OPLOC:
(1) *Monthly pull a random selection of vouchers.

(2) *Review the GLAC assigned (normally in the accounting
classification).

(3) *If the wrong GLAC is used, correct the general ledger.
(4) *Pass to FSO to correct the process of assigning GLACs.
b. FSO:
(1) *Assist the OPLOC in determining if proper GLA is being used.
(2) *Take appropriate action when notified by the OPLOC.
35. *TASK - Prior Period Adjustments
a. OPLOC:
*The responsibilities and actions are the same for both the OPLOC and
FSO. During the course of operations, the OPLOC or FSO may discover a transaction(s)
which should have be recorded in a prior period. If material, a prior period adjustment will
be requested from DFAS-DE/ANMC. DFAS-DE/ANMC will coordinate with HQ
AFMC/FMRI and either grant or deny the request.
b. FSO:
*The responsibilities and actions are the same for both the OPLOC and
FSO. During the course of operations, the OPLOC or FSO may discover a transaction(s)
which should have be recorded in a prior period. If material a prior period adjustment will
be requested from DFAS-DE/ANMC. DFAS-DE/ANMC will coordinate with HQ
AFMC/FMRI and either grant or deny the request.
36. *TASK - User Access Validation-Organic.
a. OPLOC:

* None.
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b. FSO:

(1) *Yearly, obtain the User Access List from DISA on those systems for
which you are OPR.

(2) *Check to ensure listed users have a need for access to the system,

have access to only those areas for which they have a need, and have the appropriate
level of access.
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CHAPTER 5, SECTION D

D. x*This Section Not Used--Reserved for Future Use.
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CHAPTER 5, SECTION E
E. COST ACCOUNTING BRANCH.
NOTE: This section not applicable to ANG/Rome Lab.

The Job Order Cost Accounting System (JOCAS II) collects job order cost accounting
information and maintains an accurate database from which users can produce reliable and
timely management reports. The system provides interactive, real-time access to an on-
line database giving users more timely information. JOCAS 1l is a table-based system,
utilizing a series of master, support, working, and history tables to consolidate cost
information. JOCAS Il can track costs for multiple costed entries at a singe site by
assigning separate account identifiers (AIDs) for each entity being costed.

JOCAS Il interfaces with other systems to provide an automated input of data collected
by those systems. This data is used to update table information in JOCAS II. The system
provides a detailed accounting of direct, indirect, and overhead costs. Particular emphasis
is placed on reimbursable costs. JOCAS Il enables users to track costs and cost
summaries back to their original source of entry, thereby providing an audit trail for all cost
accounting data. Corrections to data must be accomplished at the original source of entry.
This ensures auditability of data between both the source system and JOCAS II.
Validating the costs of providing products and services is another feature of the cost
system. The system provides tools that allow the managers to monitor accrued costs and
maintain the rates charged for these products and services. JOCAS Il has estimating
capabilities based on historical job ordered costs. Estimates created in the system can be
tracked against actual costs. The system has a separate module that generates journal
voucher and billing information files that are transferred into the General Accounting and
Finance System (GAFS).

Cost information is provided through a variety of standard and pre-formatted reports.
Reports can be tailored to suit users needs through the capability of generating custom
designed ‘Ad Hoc’ reports which can be saved for future use. The cost information, user
support, and JOCAS Il operations are facilitated by the associates/members within the Cost
Accounting Office, at the Wing/installation, and the Cost Accounting Branch at the servicing
OPLOC.

The implementation and integration of the JOCAS Il System, into the local financial
management operation for the costed entity, is the primary responsibility of the Chief, Cost
Accounting Office (CCAQ). This responsibility also includes the need to fully understand
the organizational mission of the costed entity as well as the structure necessary to support
full cost operations within that type of entity. The CCAO acts as the primary focal point for
system operation between field operatives, the command OPR and the servicing activity.
The CCAO is also tasked with being the expert on the internal capabilities of JOCAS Il and
its possible adaptation to the various unique cost accounting requirements which arise.
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Evaluating the local operation of JOCAS II, as well as, identifying and documenting any
noted deficiency in operations are also responsibilities of this position. The CCAO
evaluates the referenced deficiency to determine if it is systemic or operational in nature.
Systemic deficiencies are referred to DFAS-DE/ANMC for review.

The CCAO establishes, periodically updates, and publishes a list of specific JOCAS i
Focal Points for each major organization supported by JOCAS II. Focal Points should be
maintained. Constant communication with serviced organizations is also required to
ensure the optimization of various consolidation processes and other production routines.

The CCAO designs, develops, implements and monitors any local cost accounting
policies and/or procedures as may be necessary to adapt the system operation ensuring
flexibility. This task is accomplished by:

* Maintaining appropriate documentation for all unique policies/practices which
require local procedures to be established.

*  Ensuring that any locally designed, developed, and implemented practice conforms
to MAJCOM, Air Force and DoD regulations, policies, directives, etc. as they pertain to cost
accounting operations for the specific costed entity being serviced.

* Modifying and maintaining all locally established policies, practices, etc. in such a
manner as to ensure that changing customer requirements are fully met in support of
changing business conditions.

The CCAO ensures a JOCAS Il System Administrator (JSA) is specifically designated
for system operation. The JSA must work with the Systems Administration Branch to ensure
the smooth transition of information between the OPLOC and FSO. The JSA must have
detailed experience in the use of systems within the UNIX operating environment, and be
well versed in the use of ORACLE and its use in financial operation systems.

The CCAO ensures a JOCAS Il Functional Data Base Administrator (FDBA) is
specifically designated for the serviced organization. A separate FDBA should be assigned
to each Account ID established to ensure complete customer service for each costed entity.
The FDBA must work with the Cost Accounting Branch to ensure the smooth transition of
information between the OPLOC and FSO.

The accuracy, completeness and currenctness of all master tables required to support
JOCAS Il operations are the primary responsibilities of the FDBA. Periodic reviews of
transactional data are required to ensure that data elements available within JOCAS Il are
properly utilized within the guidelines for the specific costed entity being serviced. The
FDBA is responsible for the identification of deficiencies within data element structures
within JOCAS Il and related source systems (i.e. GAFS, SBSS, WIMS, etc.) for the AID in
guestion. The FDBA also maintains standard system configurations and table structures.
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The FDBA ensures the validity, currentness and appropriate documentation supporting
the JOCAS 1l Job Order Register. The JON master table contains the data necessary to
generate the Job Order Register (JOR). The JOR is crucial for the successful operation of
JOCAS Il. The FDBA either maintains the table within the CAO or monitors the controls
employed by using organizations who have been duly authorized to maintain this table
within their organization.

The FDBA, having received direction from the CCAO, ensures all current reimburse-
ment policies are incorporated into the JOCAS Il reimbursable billing logic, tables and
operations. The FDBA maintains the required tables supporting the Funding, Billing and
Journal Voucher modules embedded within JOCAS I1l. Accordingly, the FDBA ensures
theGAFS data base is maintained to support automated billing documentation generated by
JOCAS IlI. A close working relationships with other system OPRs is required of the FDBA
in order to optimize the incorporation of required system changes, policies, etc. into cost
accounting operations.

Personnel in the cost accounting office must be available to assist local management
of the serviced costed entity in the design, preparation and complete analysis of JOCAS I
data. The interpretation of cost accounting data can best be performed by those who
completely understand the system composition and the results of operations for the
respective period. Therefore, this office becomes an integral part of the financial
management team; identifying deficiencies, potential problems, etc. in sufficient time to
ensure successful corrective processes and actions are taken.

Both the cost accounting office chief and the functional database manager assist
management in the use of JOCAS Il for other than complete costed entities. Various
modules of JOCAS Il may be used to support other local requirements in the financial area.
With other uses of the system comes the responsibility of ensuring that other system use
conforms to existing DoD policies and instructions as defined through other directives at Air
Force, MAJCOM or local levels. However, the CCAO retains the responsibility for
interpreting these directives and applying sound cost accounting policies and practices
when adapting system capabilities to these uses.

1. TASK - JOCAS Il Table Maintenance.

Table maintenance includes the receipt, coordination, processing and data entry of
required changes to various elements within the JOCAS |l master tables. Table changes
will take various forms including electronic file overlays, supplemental standard data items,
local appendices to standard elements, file interfaces from other standard systems, etc.
Table update functions may be divided into several categories, including Standard Tables,
System Tables, Audit Tables, cross-reference Tables, Local Tables, etc., (reference Jli
User Guide, Chapter 13 and appendix D).
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a. OPLOC:

Assist in validating standard system data elements when required by the Cost
Accounting Office at the FSO.

b. FSO:

The Cost Accounting Office, in conjunction with the JSA, updates system
tables based on data from various sources.

(1) On-line updates are accomplished via manual input. Where necessary,
records are created on-line utilizing information received from other sources.

(2) Electronic file overlays are accomplished primarily in conjunction with
Fiscal Year-end conversion.

(3) System releases are received from MSG/SF.

(4) Files are interfaced from other standard systems (i.e. GAFS, SBSS
updates).

(5) JOCAS Il tables are internally updated from interactive data input and/or
batch interfaces (i.e. audit tables and cross reference tables).

2. TASK - JON Master Table Maintenance.
Updates to the JON Master table are the responsibility of the JON Manager. Records
creation and/or update is accomplished either interactively, on-line, or through MIS
interfaces received and run in batch mode in conjunction with the JSA. Updates are
committed to the data tables on-line where MIS interfaces are utilized.
a. OPLOC:
No functions for this task.

b. FSO:

(1) The Cost Accounting Office reviews the Job Order Register (JOR) for
currentness and validity.

(2) The Cost Accounting Office, in conjunction with the JSA, uses available
SQL scripts, Ad Hoc and standard reports for validation of table data.

(3) Problem identification and resolution - Reference TASK 18.
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3. TASK - JON Estimates.

The estimation process is required to plan support for customer requirements in a
reimbursable situation as well as for customers utilizing a firm fixed price arrangement.

The capability to produce custom estimates, either by comparison of previously recorded
historical data for similar efforts/projects, or for new conceptual programs, is a documented
requirement of the using community. Knowledge of current policies in the Space Launch
Act, laboratory agreements, and commercial efforts under the Cooperative Research and
Development Act (CRDA) have a significant bearing on the level of detail which is required
by the financial community in developing a realistic estimate to support a customer
requirement. JOCAS Il allows for such estimates to be built, based on available data,
templates, outyear projections, including inflation factors, etc., which gives the financial
manager the tools necessary to respond to the constant queries for detailed information
from JOCAS Il

a. OPLOC:
No functions for this task.
b. FSO:

(1) Responsible for assisting the user community in development of Job Order
estimates as requested by the user, (reference Jll User Guide, chapter 10).

(2) The user community is required to develop estimates for all Job Orders.
The Cost Accounting Office will assist in the identification and development of the estimates
using the estimating module in JOCAS Il. JOCAS Il provides a module for developing
estimates based on historical job ordered costs.

(3) Any users requiring data extraction from JOCAS Il for estimating

purposes are required to coordinate with both the CCAO and JSA to accommodate their
needs.

4. TASK - RON Master Table Maintenance.
A reimbursable order number identifies a customer funding document. Reimbursable
orders may take the form of;, AF Form 185, DD Form 448, Letters of Credit, NDPRSs, pre-
paid (cash) deposits, etc. This list is not all inclusive. Documents based on locally
negotiated agreements also support reimbursable arrangements.
a. OPLOC:
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(1) The Cost Accounting Branch receives “accepted” documents from the
FSO, of the ordering activity, for obligations against established commitments.

(2) The Cost Accounting Branch receives information copies of the accepted
orders from the FSO to establish appropriate files.

(a) Files are established, in UFO order, for the records maintenance and
control of collection actions against Filled Customer Orders (FCOs).

(b) Files are also established, in DOV order, for the regulatory
compliance of fund control and files disposition for disbursed, reimbursed, and refunded
orders.

b. FSO:

(1) The RON Manager is responsible for building the RON Master Table
based on accepted funding documents (reference Jll User Guide, chapter 10).

(2) The ordering activity establishes commitment records prior to forwarding
funding documents to the performing activity for acceptance.

(3) Maintenance of the RON Master table is performed in response to amend-
ments of funding documents (i.e., funding level changes, changes in data elements) and
funding re-allocations based on fiscal year-end projections.

(@) The FSO of the performing activity accepts all funding documents and
forwards an information copy of the accepted order to the OPLOC Cost Accounting Branch
for records disposition and documentation support of future billings.

(b) The FSO of the performing activity enters Unfilled Customer Orders
(UFQOs) into GAFS upon acceptance. All pertinent addressing information is included on
copies of documents forwarded to the OPLOC Cost Accounting Branch.

(4) Changes to the RON Master “RON field” must be coordinated with the
JSA to ensure all related tables are updated appropriately.

(5) The Cost Accounting Office, in conjunction with the JSA, uses available
SQL scripts, Ad Hoc and standard reports for validation of table data, (reference TASK 21).

(6) Problem identification and resolution, (reference TASK 18).
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Suggestion: A separate user’s group should be established in JOCAS Il to allow
OPLOC access to the RON Master tables with ‘view-only’ capability in order to
perform research and data validations. Specialized views should be established
within 1Q for Ad Hoc query capability with limited data access for research.

5. TASK - RON Billing Entry.

This table maintains billing information for all reimbursable orders contained in the RON
Master to support journal voucher and SF 1080 billing requirements. Information is entered
into ‘templates’ in order to specify office charged and office receiving data for subsequent
inclusion on the SF 1080 bills being forwarded to the OPLOC. (See also TASK 15,
JV/1080 Billing)

a. OPLOC:
No functions for this task.
b. FSO:

(1) The FSO establishes RON billing entry information, and Unfilled Customer
Orders (UFOs), after acceptance of the funding document by resource advisors, (reference
TASK 4 and Jll User Guide, chapter 11).

(2) Coordination between the RON Manager and the RON billing entry
designee is performed :

(@) To ensure Unfilled Customer Orders established in GAFS and RON
funding information in the RON Master table are reconciled, balanced and validated;

() To ensure billing status is validated (billing ‘flag’ is set to Yes or No);

(c) Tto resolve any RON billing table entry problems as they relate to
funding documents.

6. TASK - Indirect and Overhead Rate Development.

Indirect and Overhead rates are calculated and applied/distributed by JOCAS Il. An
indirect cost pool is established from indirect Job Order Number costs. An overhead cost
pool is established which includes overhead Job Order costs for labor (i.e. EEICs 201 and
39x) and all other non-Job Order costs from GAFS for overhead cost centers. Indirect and
overhead cost pools are divided by direct labor hours to establish suggested indirect and
overhead rates. Indirect and overhead rates are distributed to JONs by multiplying the rate
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by direct labor hours. Indirect costs is distributed only to direct hours for direct cost centers.
Overhead cost is distributed to all direct labor hours for both direct and overhead cost
centers.

a. OPLOC:
No functions for this task.
b. FSO:

(1) The Cost Accounting Office ensures all RC/CCs are coded as either ‘D’ for
Direct Cost Centers or ‘O’ for Overhead Cost Centers (Note: There are no Indirect
RC/CCs in JOCAS lI).

(2) The JON Manager ensuresJONs are coded as “Indirect”, “Direct”, or
"Overhead" for use in the cost distribution process.

(3) The Cost Accounting Office will provide guidance to the using community
to ensure the proper establishment and use of the “Indirect”, “Direct”, and “Overhead”
JONSs.

(4) The Cost Accounting Office will run the distribution process at least
monthly to ensure timely distribution of Indirect and Overhead costs for inclusion in month-
end reports, (reference Jll User Guide, Appendix B).

(5) Calculations of Indirect and Overhead costs are accomplished by the Cost
Accounting Office.

(6) CCAO/FDBA periodically runs the suggested rate processes for Indirect
and Overhead rates CSU J113012, RC/CC Rate Master.

(7) The managers within the Financial Management and Comptroller (FM)
community will designate individuals to review and validate all suggested rates.

(8) Chief, Cost Accounting Officer is required to approve all rate changes.
Requests for deviations from suggested rates must be fully documented by the user and
this documentation must be maintained in the cost accounting office upon approval.

(9) The Cost Accounting Office/ FDBA is responsible for loading approved
rates into the RC/CC Rate Master Table within JOCAS II, (reference. JIl User Guide,
chapter 13).

7. TASK - Product and Service Code Development and Maintenance.
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Users identify products and services in JOCAS Il by developing a P&S Code. A Product is
a tangible item (such as a chart or completed software program) and a Service is an
intangible item (such as an engineering labor hour or an aircraft flying hour). Codes are
developed using each EEIC, RC/CC, and Fund Code combination that contributes to the
provision of each Product and Service. Rates are established by specifying the quantity of
each EEIC, RC/CC, Fund Code combination, used for providing one unit of the Product
and/or Service, then applying a rate for each EEIC, RC/CC, Fund Code combination. The
total rate charged for one unit of each product or service is calculated by accumulating the
individual rates according to the quantity of each EEIC, RC/CC, Fund Code provided,
(reference Jll User Guide, chapter 9).

a. OPLOC:
No functions for this task.
b. FSO:
(1) Codes and associated rates are developed by the JOCAS Il using
community. Codes, rates, justifications and supporting data are provided to the Cost

Accounting Office for approval and inclusion in the P&S master tables.

(2) The CCAO is responsible for reviewing and approving all P&S codes,
rates, justifications, and the methodologies used in developing the rates.

(3) The CCAO validates the P&S rates by ensuring appropriate master table
updates are accomplished.

(4) Source documents are maintained within the Cost Accounting Office
following AFR 4-20 files disposition guidelines.

(5) Suggested rates are developed from JOCAS Il actual costs. The CCAO
reviews and coordinates any variances in suggested rates with JOCAS Il users. Deviation
from suggested rates is contingent on both user justification and subsequent CCAO
approval, (reference Jll User Guide, chapter 9).

(6) Use available SQL scripts, Ad Hoc and standard reports for validation of
suggested P&S rate data prior to acceptance, (reference TASK 21).

(7) Problem identification and resolution, (reference TASK 18).

8. TASK - JOCAS Il Labor Processing.
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Labor processing is a key function of JOCAS II, accumulating both hours and costs to Job
Order Numbers (JONs). Labor entry, approval and adjustments are processed via on-line
input through the JOCAS Il labor modules (reference JIl User Guide, chapters 6 & 7).

a. OPLOC:
No functions for this task.
b. FSO:

(1) Manual labor data entry is accomplished by locally assigned personnel.

(2) Data entry personnel designate the Job Order Number used to Auto-
populate labor hours in the frequently used JON field within the labor entry modules to
record pre-defined labor hours based on the individual’'s work schedule, (reference Jll User
Guide, Ch 6 for establishment of Frequently Used JON).

(3) Use available